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Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Golden Gate Division
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Captain Cathy'Wayne
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Captain Paul Fontana
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Lieutenant Ron Lum
Captain Bob Morehen
Captain Mark Rasmussen

Captain Greg Tracey

COMMAND INSPECTION PROGRAM - CHAPTER 6, COMMAND
OVERTIME AND GRANT MANAGEMENT

During the months of November and December of 2009, each command within Golden Gate
Division was inspected in accordance with the Command Inspection Program Manual, HPM
22.1, Chapter 6, Command Overtime and Grant Management. Three inspection teams were
formed, who then inspected each command. The team members, their assigned commands and
the command contacts are listed below:

Insrrection Team
Lieutenant Jim Fonseca
Sergeant Steve Perea

SSA Jenifer Manlutac

Lieutenant Chris Childs
Sergeant Mike Lehman
SSA Dee Silva

Lieutenant Leslie Lazo
SSA Jeri Tilson

Command(s)
San Jose

Hayward
San Francisco
Dublin
Castro Valley
Mission Grade CVEF
Nimitz CVEF
Oakland

Redwood City
Cordelia CVEF
Solano
Santa Rosa
Contra Costa
Special Services
Marin
Napa

Communications Center
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December 31,2009

Following the guidelines set forth in HPM22.l, Chapter 6, each command's overtime usage,
grants management, Monthly Attendance Reports (MAR), Work Period Overtime Reconciliation
Reports and CHP Form 90 systems were examined to assure compliance with Departmental
policy. No discrepancies were noted during any of the command grant overtime inspections.
Below is a synopsis of the inspection teams' f,rndings for command overtime:

San Jose

Question #6: One overtime 415 identified as missing notes in the overtime section indicating RDO,

Question #13: 6 instances of a CTO leave balances rolling over to overtime, resulting in 38 hours
paid at overtime rate,

Question #14: 2 Instances of FLSA overages, which resulted in 8 hours paid at half time rate

Hayward
Question #14: 46 Instances of FLSA overages, which resulted in24l hours paid at half time rate

San Francisco

Question #6: One non-reimbursable overtime 415 identif,red as missing notes.

Question #13: 9 instances of a CTO leave balances rolling over to overtime, resulting in 86.58 hours
paid at overtime rate.

Question # I 4: 22 Instances of FLSA overages, which resulted in 144 hours paid at half time rate

Dublin
Question #13: 2 instances of a CTO leave balances rolling over to overtime, resulting in 9,56 hours

paid at overtime rate.

Question #14: 29 Instances of FLSA overages, which resulted in l1l hours paid at half time rate

Castro Valley
Question # I 4: 6 Instances of FLSA overages, which resulted ín I4.7 5 hours paid at half time rate

Mission Grade CVEF
No discrepancies were noted.
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Nimitz CVEF
Question #13: 3 instances of a CTO leave balances rolling over to overtime, resulting in 24.63 hours

paid at overtime rate.

Question #14: 1 Instances of FLSA overages, which resulted in .18 hours paid at half time rate

Oakland
Question #1 3: l5 instances of a CTO leave balances rolling over to overtime, resulting in 165.17

hours paid at overtime rate,

Question #14: 185 Instances of FLSA overages, which resulted in922 hours paid at half time rate

Redwood Cify
Question #12: One officer's CHP 415 with command overtime did not have the required notes.

Question #13: One instance of a CTO leave balance rolling over to oveftime, resulting in 4.83 hours
paid at overtime rate.

Question #14: 69 Instances of FLSA overages, which resulted in 428.5 hours paid at half time rate

Cordelia CVEF
Question #13: 5 instances of a CTO leave balances rolling over to overtime, resulting in 56.65 hours

paid at overtime rate.

Question #14: 5 Instances of FLSA overages, which resulted in t hours paid at half time rate

Solano

Question #13: 5 instances of a CTO leave balances rolling over to overtime, resulting in 56.65 hours
paid at overtime rate.

Question #14: 5 Instances of FLSA overages, which resulted in t hours paid at half time rate

Question #17: The March 2009 MAR was signed by a member of the command staff

Santa Rosa

Question #13: 32 instances of a CTO leave balances rolling over to overtime, resulting in 190.2 hours
paid at overtime rate.

Question #14: 50 Instances of FLSA overages, which resulted in323 hours paid at half time rate

Special Services

Question #13: 6 instances of a CTO leave balances rolling over to overtime, resulting 1n 17 .93 hours
paid at overtime rate.

Question #14: 23 Instances of FLSA overages, which resulted in 196 hours paid at half time rate

Question #17: None of the MARs were signed by a member of the command staff
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Page 4
December 31,2009

Marin
Question #13:

Question #14:

Question #17:

Napa
Question #13: 7 instances of a CTO leave balances rolling over to overtime, resulting in 15.82 hours

paid at overtime rate.

Question #14: 38 Instances of FLSA overages, which resulted in312 hours paid at half time rate

Question #17: The March and May 2009 MARs weren't signed by a member of the command staff

Contra Costa

Question #13: 26 instances of a CTO leave balances rolling over to overtime, resulting 1n 142.25

hours paid at overtime rate.

Question #14: 43 Instances of FLSA overages, which resulted in 387.5 hours paid at half time rate

Question #17: The March and June 2009 MARs weren't signed by a member of the command staff

Communications Center
No discrepancies were noted.

Attached are the Cover Memorandums, Exceptions Documents and Command Overtime and
Grants Management Checklists for each command.

l5 instances of a CTO leave balances rolling over to overtime, resulting in 54.4 hours
paid at overtime rate.
43 Instances of FLSA overages, which resulted in 348 hours paid at half time rate
Five MARs weren't signed by a member of the command staff

(4-"*"t ø--
c.rv. cÁas
Lieutenant

Attachments



State of California

Memorandum

Date:

To:

From:

File No.:

Subject:

Businesg Transportation lutrl I l ttrhr¡ A p. lx, v

December 14,2009

Golden Gate Division

DEPARTMENT OF CALIFOR}IIA HIGHWAY PATROL
Contra Costa Area

320.10458.72919

RESPONSE TO COMMAND GRANT MANAGEMENT ANI) ('( IMNIANII
OVERTIME INSPECTION REPORT

This memorandum is intended to serve as the written response to the comnrtrrrl ¡¡tnrrt
management and command overtime inspection report of Contra Costa Areu un tntlullprl

FINDINGS REQUIRING FOLLOW.UP :

Finding 1-Agree. During the prior 13 pay periods, there were 43 insta¡tt:cr ol l,l 5A r*era¡rr
for 387.5 hours paid at half time.

Finding 2 - Agree. During the prior 13 pay periods, there were 26 instt¡rcc¡ ol'l I I I nr ertÉ:r
for 142.25 hours paid at overtime rate.

Finding 3 - Agree. During the prior 12 months, the March and June Morrlhly Âtlellrlanc;
Reports were not signed by command personnel.

Questions regarding this response may be directed to Lieutenant Elairro Wlllnm vtñ þ ¡r.ll .t
or by telephone at (925) 646-4980.

l

J. Uí CAHOON, Captain

SflÍety, Service, and Security



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT
)ge1oÍ2

Command:

Contra Costa
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C.M. Childs, #13867
Date:
121tlg

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under'Forward to:" enter the next level of command where the document
shall be routed to and its due date This document shall be utilized to document innovative practices, suggestions for statewide

I Memorandum may be used if additional space is required.

TYPE OF INSPECTION

X Division Level E Command Level

n Executive Office Level

Total hours expended on the
inspection:

6.0

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

nYes X No

Forward to:

Due Date:

Chaoter lnsoection:

Insoector's Comments Reqardinq lnnovative Practices:

The Contra Costa Area maintains an outstanding suspense system for CHP Form 90s, including
detailed notes and tracking for accountability.

| 4ommand Suggestions for Statewide lmprovement:

SF

During Command Overtime lnspection, the following items were discovered:

- Finding #1 (question #13, Command Overtime). During the prior 13 pay periods, there were 26
instances of CTO overages for 142.25 hours paid at overtime rate

- Finding #2 (question#14, Command Overtime): During the prior 13 pay per¡ods, there were 43
instances of FLSA overages for 387.5 hours paid at half time.

- Finding #3 (question #137 Command Overtime): During the prior 12 months, the March and June
Monthly Attendance Reports were not signed by command personnel.

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

Command:

Contra Costa
Div¡s¡on:

Golden Gate
Chapter:

6
lnspected by:

Lt. C.M. Childs, #13867
Date:
1Z1tjg

)ge2ol2

Commander's Response: X Concur or n Do Not Concur (Do Not concur shalldocument basis for

lnspector's Comments. Shalladdress non concurrence by commander (e.9., findings revised, findings unchanged,
etc.

The following is the corrective action plan for the Contra Costa Area:
o lmmediately review the past and current overtime and CTO banks by Timekeeper and

management to ascertain trends and if feasible learn from them.
o Managerial review of all schedules prior to approval to ensure it meets FLSA guidelines.
o Re-train Sergeants and Timekeeper on FLSA guidelines.
o Print out leave balance list for Area Sergeants to review and if appropriate mandate officers to

bring their hours down towards acceptable levels.
. Sergeants shall check CTO banks prior to granting CTO.
. Sergeants are responsible and accountable for officers on their shift that accrue time in excess of

480 hours.
Train timekeeper to notify management when someone is over their time bank 48 hours prior to the cap
and to ensure all Monthlv Attendance Re s are siqned by Area
ll Employee would like to discuss this report with

the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)

DATE

r-r-\ r r \ot
IN DATE

rulzsl"1
viewer discussed this report with
ployee
ncur n Do not concur

DATE

¡f¡-f^¡ u

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGFñruAY PATROL

/MMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter6
Command Overtime

Page 1of 2

Command:

Contra Costa
D¡v¡s¡on:
Golden Gate Division

Number:

Evaluated by:

Lt. C.M. Childs, #13867
Date:

12t1tog
Assisted by:

Sot. M. Lehman, D. Silva
Date:
1Z1ltg

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieã and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command'

Furthérmore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

TYPE OF INSPECTION

X Division Level fl command Level

E Executive Office Level n Voluntary Self-lnspection

Lead lnspector's S¡gnature:

Follow-up Required.

E yes X t',lo

n Follow-up lnspection

Date:

1Z1lO9

For applicable policies, refer to HPM 11.'1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
Chapter 2, and HPM 10.3, Chapters 24 and28.

lrote: lf a oNo" or "lVA' box is checked, the "Remafts" section ;hall be utilized for explanation
'1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes nNo nrun Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emolovee(s) cannot be notifìed of such cancellation?

X Yes n ¡lo Erun Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
oroiects?

X Yes E trlo nrun Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

X Yes n ¡¡o I rul¡ Remarks:

5. ls the commander ensuring non-reimburcable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reoular work shift time?

X Yes n ¡lo Erun Remarks:

6. ls "RDO" being written in the 'Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a reoular dav off?

X Yes ENo E ru¡n Remarks:

7. ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes nruo fl run Remarks:

cHP ô80P (Rry- 02{9) oPl 010



Page 2of2

STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGF{WAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter6
Command Overtime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate 'None" if the
emolovee worked throuoh their lunch break?

X Yes nruo n ¡¡n Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes fl r'¡o nrun Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

X Yes nruo nrun Remarks:

11. lf overtime is incuned by a peer support counselor, is
the name of the employee to whom support was
provided exduded from the CHP 415 of the
counselol?

n Yes ENo fl run Remarks:

12. ls the "Notes" section on side two of the CHP 415
used to explain any overtime listed on side one of the
cHP 415?

X Yes ENo [run Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? n Yes Xruo fl run

Remarks: lnspection revealed 26
instances for a total of 142.25 houts
paid

14. ls the commander ensuring employees are not
incuning overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) oeriod?

n Yes XNo ! ¡¡¡n
Remarks: lnspection revealed 43
instances for a total of 387.5 hours
paid at half time

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a24 hour
oeriod?

X Yes n ¡lo nrun Remarks:

16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? X Yes n ¡lo nrun Remarks:

17. Are the MARs retained for at least three years and
contain the commander's signature? n Yes XNo nrun

Remarks: Both March and June 2009
MARS were unsigned by command
personnel

CHP 680P (Rev 02-09) OPI 010



STATE OF CALIFORNIA
ÞtrPARTMENT OF CALIFORNIA HIGFWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter6
Command Gnant Management

Page 1 of 3

Command:

Contra Costa
Division:
Golden Gate Division

Number:

Evaluated by:

Lt. C. M. Childs, #13867
Date:

12t1t)g
Ass¡sted by:

Sgt.M.Lehman, D. Silva
Date:
1Z1tog

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level ! command Level

l-l Executive Office Level l-l Voluntarv Self-lnsoection
Follow-up Required:

I ves X ¡lo
E Follow-up lnspection

?<.* I-\

Date:

1Z1tÙg

For applicable policy, refer to: GO 40.6

n: lf a 
nNo" or "lrl/4" box is checked. the 'Remarks" section shall be utilized for

1. lf the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
aoprooriate assistant commissioner?

X Yes E ¡lo nrun Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
forthe purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

n Yes E llo X ¡¡n Remarks:Area has nol
submitted any grant
applications during this
insoection oeriod

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

E Yes nruo Xrun Remarks: Same as #2

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime exoenditures?

X Yes Eruo n ru¡n Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Managemenl
Unit IGMU)?

n Yes ! l,lo X ru¡n Remarks: Same as #2

6. Was GMU contacted to determine the cunent
personnel billing rates used for grant projects when
preparing concept paper budgets?

n Yes nruo X ru¡n Remarks: Same as #2

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGF{WAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter6
Command Grant Management

7 . ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local govemment agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as 'for local benefit"?

flYes ! trlo X ru¡n Remarks: Same as #2

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director. or desiqnated alternate?

n Yes n ¡¡o XruN Remarks: Same as #2

9. Were all inquiries or cofrespondence concerning the
availability of grant funds or other contacts with grant
fu ndi ng agencies coord i n ated/processed th roug h
GMU?

E Yes fl No X ru¡n Remarks: Same as #2

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exceotion of oersonnel costs?

n Yes nruo XNln Remarks: Same as #2

11. Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

X Yes [] ¡to []xn Remarks:

12. Are all requirements of the grant agreement and
MOU being met? X Yes ll ruo l-l N/A Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
oroiect?

n Yes nruo Xrun Remarks: Same as #2

14. Does every invoice associated with a grant funded
p$ect contain the project number and name? n Yes E l*lo X ru¡n Remarks: Same as #2

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Reoort. Form OTS-25?

E Yes E f.¡o X N/A Remarks: Same as #2

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
resoective orant aqreement?

X ves nruo nrun Remarks:

17. Are applications forfederalfunds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/orthe
Governor's offìce prior to submission to the
appropriate federal authority?
This would include any of the following:

o Applications forfederalfunds which are not
included in the budget approved bythe
Governor.

o Applications for federal funds which exceed
the amount specified in the budqet.

n ves nNo X ru¡n Remarks:

Applies to GMU

CHP æ0P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
FtrPARTMENT OF CALIFORNIA HIGH\A/AY PATROL

)MMAND ¡NSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter6
Command Grant Management

18. ls a federal Standard Form 424, Application for
Federal Assistance, filed with the State
Clearinghouse for all approved unbudgeted grant
reouests received bv the Deoartment of Finance?

n Yes ! t¡o Xrun Remarks: Applies to GMU

,l9. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Secfion 28.00 of the annual Budoet Act?

n Yes nruo X ¡un Remarks: Applies to GMU

20. Are grant funds being used for their intended
purpose? X Yes n ¡lo n ¡¡n Remarks:

21. Are grant applications related to the Motor Canier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the fundino aqency?

E Yes nruo Xrun Remarks: Applies to GMU

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundinq aoencY?

n Yes []No XruN Remarks: Applies to GMU

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safetv Prooram?

n Yes Eno Xrun Remarks: Applies to GMU

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assístant Commissioner, Staff, and their Executive
Assistants?

n Yes nruo XruN Remarks: Applies to cMU

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the oroiect?

n Yes fl t'lo Xrun Remarks: Applies to GMU

26. Was a Memorandum of Underctanding between
involved commands outlining the responsibilities of
each command oreoared and distributed bv GMU?

! Yes n ¡lo Xrun Remarks: Applies to GMU

CHP 680P (Rev 02-09) OPI 010



State of California '

Memorandum

Date: December 27,2009

To: Golden Gate Division

Business, Transportation and Housing Agency

FTom: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Napa Area

File No.: 325.12135

Subject: RESPONSE TO DRAFT COMMAND OVERTIME AND GRANT
MANAGEMENT INSPECTION REPORT

This memorandum is intended to sele as the written response to the draft Command overtime
and grant management inspection report of Napa Area as required.

FINDINGS REQUIRING FOLLOW-UP:

Finding #1: Agree. Area management and supervisors will re-double our efforts on a monthly
basis to ensure balances are maintained at reasonable levels to avoid similar incidents in the
future.

Finding #2: Agree. Area protocol has been modified to ensure all correctible 415s will be
reversed during the correction period. Area management and sergeants will continue to monitor
timekeeping records, schedules, and shift modifications in an effort to avoid employees incurring
FLSA overtime in the future.

Finding #3: Agree. The two MARs have been reviewed and signed. Every effort will be made
to ensure this oversight will not occur in the future.

Questions regarding this response may be directed to Captain Mark Rasmussen via e-mail at

LlglAqmus-s3!@ç11Þç_itqqv or by telephone at (707) 253-4906.

JM-T t2.-*^*
M. A. RASMUSSEN, Captain
Commander

CHP 51WP (Rev, 1 1-86) OPI 076

Safety, Service, ønd Security



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

Command:

Napa
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C. Childs, #13867
Date:
12117 /09

:i_:Ii:::::___
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡uard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

X Division Level n Command Level

E Executive Office Level

Total hours expended on the
inspection:

tr

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

nYes Xruo

Fon¡uard to:

Due Date:

Chapter lnspection:

lnspector's Comments Reqardinq lnnovative Practices:

Command tions for Statewide lmorovement:

n ctor's Findinos:

During the inspection, the following discrepancies were noted:

Finding #1 (question #1 3, Command Overtime): 7 instances of CTO hours rolled over to paid overtime,
resulting in 15.82 hours paid.

Finding #2 (question #14, Command Overtime). 38 lnstances of FLSA overages resulting in312 hours
paid at half time were noted.

Finding #3 (question #17, Command Overtime): The March and May 2009 Monthly Attendance Reports
were not signed by a member of the command staff.

Commander's Response: X Concur or I Do Not Concur (Do Not Concur shall document basis for response)

Findinq #1: Agree. Napa Area management routinely monitors the CTO balances of sergeants and
officers. Employees with high balances who regularly accumulate CTO are directed to use an
appropriate amount of CTO to preclude the conversion to paid overtime. Although the number of
instances (7) and the hours paid (15.82) are relatively low, Area management and supervisors will re-
double our efforts on a monthly basis to ensure balances are maintained at reasonable levels to avoid

lilar incidents in the future.

CHP 6804 (Rev 02-09) OPI 010



:1s::3:i::::___
Findinq #2: Agree. Napa Area management critically reviews and approves all shift schedules, with the
goal to prevent employees from incurring FLSA overtime. The Scheduling Sergeant utilizes Excel
spreadsheets to track hours during FLSA periods when preparing monthly schedules. The shift
spreadsheets have formulas to calculate the work hours for sergeants and officers during each FLSA
period, so as not to exceed 170 hours. A thorough review of the identified discrepancies by Area
management has revealed that modifications to approved schedules and/or late/improper data entries
have inadvertently resulted in the FLSA overtime accrual.

It should be noted that subsequent to this Command lnspection, Napa Area's clerical supervisor
reviewed the Monthly Activity Reports (MARs) and verified that a substantial amount of FLSA overtime
was reversed, due to initial 415 data entry errors. Therefore, the actual instances (29) and total
overtime hours (190.5) is less than originally identified during the inspection. A review of the remaining
instances revealed that the majority of these were also 415 data entry errors which were not reversed
during the four day correction period. As a result, Area protocol has been modified to ensure all
correctible 415s will be reversed during the correction period.

Area management and sergeants will continue to monitor timekeeping records, schedules, and shift
modifications in an effort to avoid employees incurring FLSA overtime in the future.

r¡.:_djlg_#3: Agree. Two MARs were not signed by the Commander or his/her designee. Every effort
i be made to ensure this oversight will not occur in the future.

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

Command:

Naoa
Division:

Golden Gate
Chapter:

b
lnspected by:

Lt. C. Childs, #13867
Date:
12t17 t09

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

I a ?^
-lge J oï ó

uomman0:

Napa
UVSON

Golden Gate
Chapter

6
lnspected by:

Lt. C. Childs. #13867
Date:
12117109

lnspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

lJ Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)

DATE

lZ-z\-o1
DATE
1211712009

Reviewer discussed this report with
employee
,Concur n Oo not concur ) l-tí-þ
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STATE OF CALIFORNIA
r--DARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overlime

Page 1 of 2

Command:

Napa
Division:
Golden Gate

Number
óza

Evaluated by:

Lt. C. Childs, #13867
Date:

1211712009
Assisted by:

Sqt. M. Lehman, D. Silva
Date:
12t17t2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level n Command Level

n Executive Office Level l-l Voluntarv Self-lnspection

Lead lnspector's Signature:

CA
Follow-up Required:

[lYes Xruo
n Follow-up lnspection

Date:

12t17t2009

For applicable policies, refer to HPM 1 1 .1 , Chapter 6,
HPM 40.71, Chapters 2,8, and 10, HPM 10.5,
.hapter 2, and HPM 10.3, Chapteß 24 and 28.

1. ls the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes I l.¡o n Nln Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emoloveels) cannot be notified of such cancellation?

X Yes nruo n ru¡n Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
oroiects?

X Yes Iruo nvn Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Soecial Proiects?

I Yes Iruo n ¡lln Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reqular work shift time?

X Yes n ¡lo n ¡¡¡n Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

I Yes n ¡lo fl ruln Remarks:

7. ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes n ¡lo nvn Remarks:

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emplovee worked throuoh their lunch break?

X Yes nruo nrun Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes E tlo n ¡¡ln Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headouarters?

X Yes E tlo nvn Remarks:

11. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes nruo n ruln Remarks:

12. ls the "Notes" section on side two of the CHP 41 5
used to explain any overtime listed on side one of the
CHP 415?

I Yes n ¡lo n ¡¡ln Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? E Yes Xruo nrun Remarks: 7 lnstances of CTO

overages for 15.82 hours were noted

14. Is the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) oeriod?

! ves XNo n nln Remarks: 38 lnstances for 312 hours
paid at half time were noted

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
period?

I Yes Eruo I ru¡n Remarks:

16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? X Yes nruo n Ntn Remarks:

17 . Are the MARs retained for at least three years and
contain the commander's signature? X Yes nruo E ruln Remarks: The March and May 2009

MARs weren't signed by Area
Manaoement

CHP 680P (Rev 02-09) OPI 010



STATE OF CALIFORNIA
NEÞARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 6
Command Grant Management

Page 1 of 3

Command:

Napa
D¡vision:
Golden Gaie

Number:
325

Evaluated by:

Lt. C. Childs, #13867
Date:

12t17 t2009
Assisted by:

Sqt. M. Lehman, D. Silva
Date:
12t17 t2009

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfill intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

ÏYPE OF INSPECTION

X Division Level n Command Level

n Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:

! Yes X t,lo

n Follow-up lnspection )nJ
Commander's Signqlure: Date:

12t17 t2009

For applicable policy, refer to: GO 40.6

1. lf the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant comm issioner?

X Yes trNo nvn Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

I Yes nruo n ru¡n Remarks:

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

! Yes E trlo x N/A Remarks: Command has not
sought this type of funding

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reim bursable overtime expend itures?

I Yes n ¡lo fl ru¡n Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit IGMU)?

I Yes nruo n ruln Remarks:

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparinq concept paoer budoets?

I Yes Iruo n ¡r¡n Remarks:
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

X Yes n ¡lo nvn Remarks:

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director. or desionated alternate?

X Yes n ¡lo n ru¡n Remarks:

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

I ves n ¡lo nvn Remarks:

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

X Yes E t¡o fl ru¡n Remarks:

1 1. Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

I ves nruo n rr¡n Remarks:

12. Are all requirements of the grant agreement and
MOU being met? I Yes []No l-l trrin Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
proiect?

X Yes n ¡lo nvn Remarks:

14. Does every invoice associated with a grant funded
project contain the project number and name? X Yes Eruo n ruln Remarks:

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Reoort. Form OTS-25?

I ves nruo n ru¡n Remarks:

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective qrant aqreement?

I Yes nruo E ¡¡¡n Remarks:

17 . Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance andior the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor.

. Applications for federal funds which exceed
the amount specified in the budqet.

n Yes nruo Xvn Remarks: Does not apply to
Napa Area's grant
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

'18. ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Deoartment of Finance?

! Yes nruo x N/A Remarks:Applies to GMU

'19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Gontrol Section 28.00 of the annual Budoet Act?

n Yes fl ¡¡o X Nln Remarks: Same as #1 8

20. Are grant funds being used for their intended
purpose? I ves nruo n ruln Remarks:

21 . Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the fundinq aqencv?

n Yes nruo Xvn Remarks: Same as #'1 8

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundino aoencv?

n ves nruo X Nln Remarks: Same as #1 I

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safetv Prooram?

n Yes nruo X ru¡n Remarks: Same as #18

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

fl Yes n ¡lo X ru¡n Remarks: Same as #18

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the proiect?

n Yes E ¡lo X ruln Remarks: Same as #18

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command orepared and distributed bv GMU?

! Yes nruo Xvn Remarks: Same as #18
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State of California

Memorandum

Date: December 4,2009

To: Golden Gate Division

Business, Transportation and Housing Agency

From: DEPARTMENT OF CALIFOR¡UA HIGIIWAY PATROL
Redwood City Area

File No.: 330.13156.13303.09-331

SubJECt: RESPONSE TO CHAPTER 6 AUDIT OF GRANT MANAGEMENT AND
COMMAND OVERTiME

This memorandum is intended to serve as the written response to the Chapter 6 audit of grant
management and command overtime as required.

FINDINGS REQUIRING FOLLOW-UP:

Finding I - Agree. The Redwood City Area will discuss the importance of having notes
explaining overtime at the next staff meeting. The Redwood City Area will also provide
on-going training to supervisors with regard to approving overtime. This will preclude the
omission of notes on 415's from happening again in the future.

Finding 2 - Agree. The Redwood City Area attempts to stay on top of CTO issues especially
when it comes to conversion of CTO to paid overtime. Nonetheless, this item will also be

discussed and Monthly Leave Balance training will be provided to all sergeants. Consistent with
the present MOU, those officers with maximum CTO may be asked to utilize 24 or more hours
to give Area the flexibility to assign CTO as necessary,

Finding 3 - Agree. The Redwood City Area found that measures were not in place to preclude
this from occurring. Effective immediately, the time keeper will ensure that prior to the cutoff
all procedures are followed to prevent this from occurring. Additionally, sergeants will be

trained and reminded of the importance of not changing days off or allowing seven hour days to
moved unless under extreme circumstances,

Questions regarding this response may be directed to Captain G. T. Hammond at

shammond@chp.ca.gov or by telephone at (650) 369-6261.

/rfu2
G. T. HAMMOND, Captain
Redwood City Area

CHP 51WP (Rev 11-86) OPI 076
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Redwood Citv
Division:

Golden Gate
Chapler:

6
lnspected by:

Lt. C. Childs, #13867
Date:
11t17109

age 1 of3
:::::::: ::::::::::::::::

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed defìciencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

lll Division Level ! Command Level

u Executive Office Level

Total hours expended on the
inspection:

7.0

!

u

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

Lr Yes ! No

Fon¡vard to:

Due Date:

Chaoter lnsoection:

lnspector's Comments Reqardinq lnnovative Practices:
None.

I

.one.

r's Findinos:

During the inspection, the following discrepancies were noted:

Finding #1 (question #12, Command Overtime): One officer's CHP 415 with command overtime did not
have the required notes. A subsequent 10 percent sampling revealed no addit¡onal discrepencies.

Finding #2 (question #13, Command Overtime): 1 lnstances of CTO rolling over to paid overtime,
resulting in 4.83 hours paid

Finding #3 (question #14, Command Overtime): 69 lnstances of FLSA overages resulting in 428.5 paid
hours

Commander's Response: X Concur or L1 Do Not Concu[ (Do Not Concur shalldocument basis for response)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
age2of3

Command:

Redwood Citv
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C. Childs, #13867
Date:
11t17t09

lnspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

Required Action

Corrective Action Plan/Timeline

Finding #1: (question #12, Command Overtime): One officer's CHP 415 with command overtime did not
have the required notes. A subsequent 10 percent sampling revealed no additional
discrepencies.

Response: The Redwood City Area will discuss this at the next staff meeting and provide on-going
training to supervisors with regard to approving overtime. This will preclude this from
happening again in the future.

Finding #2: (question #13, Command Overtime): 1 lnstances of CTO rolling over to paid overtime,
resulting in 4.83 hours paid.

Response: The Redwood City Area attempts to stay on top of CTO issues especially when it comes to
conversion of CTO to paid overtime. Nonetheless, this item will also be discussed and
Monthly Leave Balance training will be provided to all sergeants.

Finding #3: (question #14, Command Overtime): 69 lnstances of FLSA overages resulting in 428.5 paid
hours (al% time rate).

Response: The Redwood City Area found that measures were not in place to preclude this from
occurring. Effective immediately, the Time Keeper will ensure that prior to
the cutoff all procedures are followed to prevent this from occurring again. Additionally,
sergeants will be trained and reminded of the importance of not changing days off or
allowing seven hour days to moved unless under extreme circumstances and with the
approval of a manager.

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
age3of3

Command:

Redwood Citv
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C. Childs, #13867
Date:
11t17109

! Employee would like to discuss this report with
the reviewer.
(See HPM 9.1. Chaoter I for aooeal orocedures.)

DATE

ffi

/^9,*
DATE
11t19t2009

! Reviewer discussed this report with
- emolovee
Àconcuí E Do not concur

DATE

l-/ f-lo
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STATE OF CALIFORNIA
^CPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND ¡NSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 1 of2

Command:

Redwood Citv
Division:
Golden Gate

Number
366

Evaluated by:

Lt. C, Childs, #13867
Date:

11t17 t2009
Assisted by:

Sot. M. Lehman. D. Silva
Date:
11t17 t2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

m Division Level tr Command Level

tr Executive Office Level ! Voluntarv Self-lnsoection

Lead lnspector's Signature:

Follow-up Required:

!Yes ENo
I] Follow-up lnspection

Date:

11t',t712009

For applicable policies, refer to HPM 1 1 .1 , Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,

hapter 2, and HPM 10.3, Chapters24 and28.

(r'

Notel,lf a "No" or,.'N/A' 6cix ís checked.i'the';Remarks" section shätl be utililed for explanation.
1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

Itl Yes L] NO tr N/A Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emplovee(s) cannot be notified of such cancellation?

h Yes ¡No ! N/A Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
oroiects?

E Yes uNo N N/A Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Soecial Proiects?

E YeS !No ! N/A Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reoular work shift time?

E YES ¡No tr N/A Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a off?

& Yes uNo ¡ N/A Remarks:

7. ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

E Yes uNo ¡ N/A Remarks:
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STATE OF CALIFORNIA
^EPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

B. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emplovee worked throuqh their lunch break?

E YeS trNo ! N/A Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? El Yes I] NO tr N/A Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

EÙ Yes trNo ! N/A Remarks:

1 1. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

E YeS !No N N/A Remarks:

12. ls the "Notes" section on side two of the CHP 415
used to explain any overtime listed on side one of the
cHP 415?

t_l Yes ENO tr N/A Remarks: One CHP 415 with
overtime d¡dn't have explanatory
notes. During a subsequent 10
percent sampling, no other
discreoancies were noted.

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? tl Yes Et No tI N/A Remarks: Just 1 instance for 4 83

hours were noted over a 1 3-pay
periods

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

tr YeS IT NO I] N/A Remarks: 69 lnstances for 428.5
hours paid

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a24 hour
period?

M YES nNo ! N/A Remarks:

'16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? B Yes trNo N N/A Remarks:

17. Are the MARs retained for at least three years and
contain the commander's signature? F Yes !No ! N/A Remarks:

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
IqPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

Lt. C. Childs, #13867

Sst. M. Lehman, D. Silva 11t17 t2009

TYPE OF INSPECTION

É Division Level U Command Level

t' Executive Office Level u Voluntary Self-lnr

Lead lnspector's Signature:

W
Follow-up Required:

lYes XNo
! Follow-up lnspection

Date:

1111712009

For applicable policy, refer to: GO 40.6

.ote: lf'a 1No'.ór'N/Ar.boÍ is'checked,'.the "Rêniarks" sect¡onr5hall be utilizêd for explanation
1. lf the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

t] YES ¡No E'N/A Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

! YeS ¡No B N/A Remarks: Redwood City did
not apply for a grant in the
last 12 months

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

TI YES t-i No E N/A Remarks: Same as #2

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

! Yes uNo F'N/A Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

U Yes ¡No M N/A Remarks: Same as #2

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparino concept oaper budqets?

! Yes !No Ù N/A Remarks: Same as #2

CHP 680P (Rev 02-09) OPI 010



Page 2of3

STATE OF CALIFORNIA
^EPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

tr YeS lNo ß N/A Remarks: Same as #2

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director. or desionated alternate?

tr Yes !No F N/A Remarks: Same as #2

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

tr YES !No E N/A Remarks: Same as #2

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exceotion of personnel costs?

f] YES uNo E N/A Remarks: Same as #2

1 1. Are quarterly progress reports fonryarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

! YeS uNo E N/A Remarks:

12. Are all requirements of the grant agreement and
MOU met? N YeS !No M N/A Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
proiect?

! YeS ¡No M N/A Remarks: Same as #2

'14. Does every invoice associated with a grant funded
project contain the project number and name? tr Yes ¡No E N/A Remarks:

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Reoort, Form OTS-25?

! YeS !No E N/A Remarks: Same as #2

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective qrant aqreement?

tr YES !No E N/A Remarks:

17. Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor.

. Applications for federal funds which exceed
the amount soecified in the budoet.

! YeS uNo EI N/A Remarks: Same as #2
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STATE OF CALIFORNIA
^EPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Remarks: Same as #2
18. ls a federal Standard Form 424, Application for

FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budoet Act?

20. Are grant funds being used for their intended
purpose?

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the CommercialVehicle Section before they
are submitted to the fundino aqencv?

Remarks: Same as #2

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundi

Remarks: Same as #2

Remarks: Same as #2

Remarks: Same as #2
24. Did GMU send the concept paper as an attachment

to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the oroi

Remarks: Same as #2

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command oreoared and distributed bv GMU?

Remarks: Same as #2

Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway

23
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State of California

Memorandum

Date: December 1I,2009

To: Golden Gate Division

Business, Transportation and Housing Agency

From: DEPARTMENT OF CALIFORI\üA HIGTIWAY PATROL
San Francisco Area

File No.: 335.12544

SubJECt: RESPONSE TO COMMAND OVERTIME AND GRANT MANAGEMENT
INSPECTION

This memorandum is intended to serye as the written response to the command overtime and
grant management inspection.

FINDINGS REQUIRING FOLLOW.UP:

Finding I - Agree. Officers and Supervisors will be reminded of the requirement that CHP
415s, Daily Field Records, with overtime include a reason the overtime was worked and who
pre-approved the ovefime,

Finding 2 - Agree. Area management and supervisors are provided a list of uniformed
personnel who are at or over the maximum allowable limit of CTO. Consistent with the
Bargaining Unit 5 MOU, employees at or over the allowable limit of CTO are required to reduce
their banks by a maximum of 24 hours.

Finding 3 - Agree. Area management approves and posts schedules that comply with FLSA
requirements. Officers and supervisors will be reminded that prior to any schedule changes to
the posted schedule are made that FLSA requirements are met. The Area timekeeper will
attempt to identifr and coffect FLSA discrepancies prior to cut-off.

Should you have any questions, please do not hesitate to contact me.

/*4'r
PAUL FONTANA, Captain
Commander

CHP 5'l\ /? (Rev '11-86) OPI 076
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT
.Jge 1 of3

Ñ;;;;t';t;;;';;;ffi;ñ=;;;;** boxes as necessary, ornr in the branks as indicated. Enterthe chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deflciencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

Command:

San Francisco
Area

Division:

Golden Gate
Chapter:

Chapter 6

lnspected by:

Lt. Jim Fonseca
uate:

11t25t2009

TYPE OF INSPECTION

! Division Level f, Command Level

E Executive Office Level

Total hours expended on the
inspection:
2.5 hours

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

! Yes X t,lo

Forward to:

Due Date:

Chapter Inspection:

lnspector's Comments Reqardinq lnnovative Practices:

None.

I CommanO Suggestion r Statewide lmprovement: 
I

NOne.

lns s Findi

Finding #1:#12, Command Overtime. 5119109. An officerworked non-reimbursable ovedime, however,
no notes indicating why. An additional 10 percent was sampled with no discrepancies
found.

Finding #2: #13, Command Overtime. Leave Balance Reports indicated nine (9) instances of CTO
converted to paid overtime over the past twelve months. A total of approximately 86.58
hours of overtime paid out.

Finding #3:#14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months revealed twenty-two instances of FLSA discrepancies for a total of 144
"Tztime" hours paid.

Commander's Response: X Concur or f] Do Not Concur (Do Not Concur shall document basis for

lnspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

r rOllê.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT
,.ige2of 3

Command:

San Francisco
Area

Division:

Golden Gate
Chapter:

Chapter 6

lnspected by:

Lt. Jim Fonseca
uate:

11t25t2009

Finding #1:#12, Command Overtime. On 911112009, Officer Brown, #18799, worked non-reimbursable
overtime, however, the 415 had no notes indicating why or who approved it. An additional
10 percent was sampled with no discrepancies found.

Response: Sergeants and officers will be provided training on the appropriate handling of overtime.
Area has addressed the specific incident and reminded officers of the importance of
providing an explanation of any non-reimbursable overtime and who approved it. Sergeants
will be reminded to approve only CHP 415s that have information in the notes section.

Finding #2'.#13, Command Overtime, Leave Balance Reports indicated nine (9) instances of CTO
converted to paid overtime over the past twelve months. A total of approximately 86.58
hours of overtime paid out.

Response: Area sergeants and managers will continue to be provided a monthly
spreadsheet from the timekeeper to identify those employees who are close to or who have
accumulated the amount of CTO. Those employees at or over the CTO cap will be directed
to reduce their balance by uplo 24 hours.

Finding #3'. #14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months revealed twenty-two instances of FLSA discrepancies for a total of 144
"Tztime" hours paid.

Response: Area management approves and posts schedules that comply with FLSA
requirements. Officers and supervisors will be reminded that prior to any schedule changes
to the posted schedule are made that FLSA requirements are met. The timekeeper will
attempt to identify and correct any FLSA discrepancies prior to cut-off.

Employee would like to discuss this report with
the reviewer.
(See HPM 9.1 , Chapter I for appeal procedures.)

DATE

t L/t , l>ouo

(_

INSPECTOR'S SIGNATURE
---]' ,..- '1 ,/u r
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT
. rge 3 of3

uommano:

San Francisco
Area

Division:

Golden Gate
unapter:

Chapter 6

rnspecteo Dy:

Lt. Jim Fonseca
Dale:

11t25t2009

Reviewer discussed this report with

Concur n Oo not concur /' /f- /D
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STATE OF CALIFORNIA
N-ÞARTMENT OF CALIFORNIA HIGIjWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 1 of 3

Command:

San Francisco
Area

Division:

Golden Gate
Number:

335

Evaluated by:

Lt. Jim Fonseca
uate:

11t2512009
Assisted by:

Sst. Matthew Otterby
Date:

11t25t2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deflciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level n Command Level

l-l Executive Office Level l-l Voluntarv Self-lnspection

Lead lnspector's Signature:

--\ ,/_ .- 4,:. /.44,.1O/ Lí /'303

Follow-up Required:

IYes XNo
n Follow-up lnspection

qgñmander's Signature:

/^,t<4--
Date:

11t25t2009

For applicable policy, refer to: GO 40.6

1. lf the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
aooropriate assistant commissioner?

X Yes E l'¡o Evn Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
imolementations?

n Yes n ¡lo X N¡n Remarks: Area did not submit
any grant proposals in the
past 12 months.

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

E Yes ENo X N/A Remarks: GMU

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expend itures?

X Yes I l.to n N/A Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

n Yes Xruo n ruln Remarks: ln past twelve
months, no qrant proposals.

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preoarinq concept paper budqets?

X Yes nruo n r.¡ln Remarks: lnformation
provided bv GMU.

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
NtrÞARTMENT OF CALIFORNIA HIGI-IWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefìt"?

n Yes E t¡o X trllR Remarks: GMU

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or desiqnated alternate?

! Yes nruo X ru¡n Remarks: GMU

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
fu ndin g agencies coordi nated/processed throu g h

GMU?

n Yes nruo X tryR Remarks: GMU

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

! Yes nruo X uln Remarks: GMU

11. Are quarterly progress reports foruvarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

X Yes nuo nrun Remarks:

12. Are all requirements of the grant agreement and
MOU being met? X Yes n ¡lo I ru¡n Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
proiect?

! Yes n ¡¡o X ¡¡n Remarks: GMU. Does not
apply to Area Operations.

14. Does every invoice associated with a grant funded
project contain the project number and name? n Yes ENo X ruIn Remarks: GMU

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report. Form OTS-25?

n Yes E ¡lo X ruIn Remarks: GMU

16. Has grantfunded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

X Yes n ¡lo n ruln Remarks: Child safety seat
eouioment.

17. Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor.

. Applications for federal funds which exceed
the amount specified in the budqet.

n Yes nuo X N/A Remarks: GMU

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
r-OARTMENT OF CALIFORNIA HIGI-IWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Department of Finance?

! Yes nruo X rrl¡n Remarks: GMU

19 Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

E Yes n ¡¡o X ru¡n Remarks: GMU

20. Are grant funds being used for their intended
purpose? X Yes nNo n N/A Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the CommercialVehicle Section before they
are submitted to the fundinq aqencv?

n Yes nNo X ruIn Remarks: GMU

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundinq aqencv?

n Yes E I,lo X N/A Remarks: GMU

Aûèèti<i¡1s93,,.,thÍoiiiöli:26:þ.eTtâinltolitlrþíç9r¿hßijif,aÐáliè¡iie!ì
23. Has GMU prepared an annual Management

Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safetv Prooram?

n Yes nruo X ¡¡In Remarks: GMU

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

n Yes n ¡¡o X ru¡N Remarks: GMU

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the proiect?

E Yes n ¡lo Xrun Remarks: GMU

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command orepared and distributed bv GMU?

E Yes nruo X ruIn Remarks: GMU
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STATE OF CALIFORNIA
f.-OARTMENT OF CALIFORNIA HIGI-WAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 1 of2

Command:

San Francisco
Area

Division:

Golden Gate
Number:

335

Evaluated by:

Lt. Jim Fonseca
Date:

11t25t2009
Assisted by:

Sgt. Matthew Otterbv
Date:

11t2512009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level ! Command Level

n Executive Office Level E Voluntary Self-lnspection

Lr. /75oJ

Follow-up Required:

l-l Yes X No

n Follow-up lnspection
ander's Signature:

/,^, *LT- 11t25t2009
Date

For applicable policies, refer to HPM 1 1 .1 , Chapter 6,
HPM 40.71 , Chapters 2, 8, and 10, HPM 10.5,
^\apter 2, and HPM 10.3, Chapteß 24 and 28.

Nôte: lf a 'lNo", or uN/A":rboX Ís checked.. the lReniaikSe sectibn shall bê'utilized,fôi'èiblâriation. :'
1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CH P
uniformed employee, regardless of length of
service/detail?

X Yes n f,¡o n Nln Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emplovee(s) cannot be notifìed of such cancellation?

X Yes n ¡lo I N/A Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
proiects?

X Yes n f,¡o n rrl¡n Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Proiects?

X Yes n ¡lo n ru¡n Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reqular work shift time?

X Yes nruo E ru¡n Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

X Yes nNo fl ru¡n Remarks:

7. ls there a CHP 90, Report of Court Appearance -
CivilAction, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes nruo nrun Remarks:

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
--DARTMENT OF CALIFORNIA HIGIjWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emolovee worked throuoh their lunch break?

X Yes nNo n uln Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes nruo !vn Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headouarters?

X Yes n ¡¡o E ruln Remarks:

1 '1. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom suppod was
provided excluded from the CHP 415 of the
counselor?

X Yes nNo nvn Remarks:

12. ls the "Notes" section on side two of the CHP 415
used to explain any overtime listed on side one of the
cHP 415?

! Yes X trlo n n¡n Remarks: One instance of overtime
missing notes.

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? n Yes X ¡to n ruln Remarks: Nine instances of CTO

converted to paid overtime. Referto
Exceotions form.

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) oeriod?

n Yes X tlo !vn Remarks: Twenty{wo instances
identified Refer to Exceptions Form.

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
oeriod?

X Yes E ¡lo n ruln Remarks:

16. Do the CHP 415 totalovertime hours agree with the
Monthly Attendance Report (MAR)? X Yes nruo n N¡n Remarks:

17 . Are the MARs retained for at least three years and
contain the commander's signature? X Yes nruo n ru¡n Remarks:

Remarks:
#12: During subsequent 10 percent sampling, no other discrepancies noted.
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State of California

Memorandum

Date:

To:

From:

File No.:

Subject:

Business, Transportation and Housing Agency

December 9,2009

Golden Gate Division

DEPARTMENT OF CALIFOR}IIA HIGÉI\ryAY PATROL
San Jose Area

340.1rr67

RESPONSE TO GRANT MANAGEMENT AND COMMAND OVERTIME
INSPECTION REPORT

This memorandum is intended to serye as the written response to the grant management and
command overtime inspection conducted by Golden Gate Division as required.

F'INDINGS REQUIRING F'OLLOIil.UP :

As noted below, actions necessary to prevent repetitions of issues noted in Findings #l and#2
were already enacted prior to this audit and no additional corective action is walranted.

Finding #1: Agree. Area management currently tracks Converted to Overtime (CTO) balances
on a monthly basis. In accordance with the current MOU, those individuals at the 480 hour cap
are being directed to reduce the balance by 24 hours to preclude CTO conversion to paid
overtime.

Finding #2: Agree. The two discrepancies which resulted in Fair Labor Standard Act (FLSA)
overtime conversion of eight and one half hours occurred approximately 11 months ago. Area
management conducts monthly checks and 415 clerks are sufficient to preclude a reoccurrence.

Questions regarding this response may be directed to Lieutenant Spencer Boyce at (408 ) 467-

C. J.

CHP 51WP (Rev 11€6) OPI 076
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT

Command:

San Jose
Division:

Golden Gate
Chapter:

Chapter 6
lnspected by:

Lt. Jim Fonseca
Date:

1111712009

,rge 1 of3

INSTRUCTIoNS: This document shall be typed. Check appropriate boxes as necessary, or fill i;-;;-la-n;;;-";;;;t*;; ";"t."tnumber of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defìciencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required

TYPE OF INSPECTION

E Division Level X Command Level

E Executive Office Level

Follow-up Required:

E yes X lrlo

None

T

tr

Corrective Action Plan lncluded

Attachments lncluded

Total hours expended on the
inspection:
4 hours

Forward to:

Due Date:

ter lnsoectioh:

lnsoector's Comments ardino lnnovative Practices:

I Command Suggestions for Statewide lmprovement: 
I

None

n tor's Findin S

Finding #1: #6, Command Overlime, 5119109, Officer Elder, #18562, Attended court on RDO, however
no indication of RDO in Notes Section. Additional 10 percent sampled, no discrepancies
found.

Finding #2. #13, Command Overlime, six (6) instances, over the past twelve months, on Leave Balance
Report indicated a total of approximately 38 hours of CTO was converted to paid oveftime
as a result of maximum CTO levels.

Finding #3: #14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months, revealed two instances of FLSA discrepancies for a total of eight (B)
hours.

Commander's

CHP 6B0A (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

Command:

San Jose
Division:

Golden Gate
Chapter:

Chapter 6
lnspected by:

Lt. Jim Fonseca
Date:

11117t2009

::s::3:i:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::
lnspector's Comments: Shalladdress non concurrence by commander (e,g., findings revised, findings unchanged,
etc.

Findings unchanged.

Required Action

Corrective Action Plan/Timeline

As noted below, corrective action has been taken on Finding #1. Actions necessary to prevent
repetitions of issues noted in Findings #2 and #3 were already enacted prior to this audit and no
additional corrective action is warranted.

Finding #1: Area has prepared a briefing item to ensure all personnel are aware of this policy. This will
continue to be a topic of discussion at area staff meetings.

Finding #2: Area management currently tracks CTO balances on a monthly basis. ln accordance with
current MOU, those individuals at the 480 hour cap are being directed to reduce the balance by 24

huurs to preclude CTO conversion to paid overtime.

Finding #3: The two discrepancies in question occurred approximately 11 months ago. Monthly checks
by Area management and 415 clerks are sufficient to preclude a reoccurrence.

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

Command:

San Jose
Division:

Golden Gate
Chapter:

Chapter 6
lnspected by:

Lt. Jim Fonseca
Date:

11t17t2009

Employee would like to discuss this report with
the reviewer.

HPM 9.1, Chapter 8 for le-4*,e 1

zZ Z'47o=
Reviewer discussed this report with
employee

r n Do not concur
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STATE OF CALIFORNIA
N-DARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 6
Command Overlime

Page I of 2

Command:

San Jose Area
Division:

Golden Gate
Number:

340
Evaluated by:

Lt. Jim Fonseca
Date:

1111712009
Assisted by:

Sqt. Steve Perea 11t17 t2009
teDa

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Fudhermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level I Command Level (

[ l Executive Office Level l-l Voluntarv Self-lnspection

Lead lnspector's Signature:

V.t," 
¿z ,zl2¿¡zi

Follow-up Required:

fl Yes X No

I Follow-up lnspection
Date:

11t1712009

For applicable policies, refer to HPM 1 1 .'1 , Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,- apter 2, and HPM 10.3, Chapters 24 and 28.

r

1 ls the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes Iruo n ru¡n Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emolovee(s) cannot be notified of such cancellation?

X Yes INo E ruln Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
proiects?

X Yes Iruo tr ruln Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Soecial Proiects?

X Yes n ¡'¡o E ¡¡ln Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours'worked during their
reoular work shift time?

X Yes f] t'lo T N¡n Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a reqular dav off?

! ves XNo n ruln Remarks: One 4'15 missing notes
identifying work completed on RDO

7. ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes n ¡lo n ruln Remarks:
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STATE OF CALIFORNIA
N-'qRTMENT OF CALIFORNIA HIGHWAY PATROL

,. -¿MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emplovee worked throuoh their lunch break?

X Yes n ¡lo ! n¡n Remarks:

L Did the supervisor sign the CHP 415s approving the
overtime? X Yes ! f'¡o n u¡n Remarks:

'10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

X Yes nruo n r'¡ln Remarks:

11. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes nruo n ru¡n Remarks:

12. ls the "Notes" section on side two of the CHF 415
used to explain any overtime listed on side one of the
cHP 415?

X Yes nruo n N/A Remarks:

13 Are employee's Compensated Time Off hours
maintained within reasonable balances? n Yes X tto n uln Remarks: Six instances of CTO

converted to paid overtime in past 12
months. Refer to Exceotions form.

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) oeriod?

n Y'es X rr¡o n ru¡n Remarks: Two discrepancies
identified. Refer to Exceptions Form.

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
oeriod?

X Yes nuo n Nln Remarks:

16. Do the CHP 415 totalovertime hours agree with the
Monthly Attendance Report (MAR)? X Yes nruo n ru¡n Remarks:

17. Are the MARs retained for at least three years and
contain the commander's signature? X Yes nruo n ruln Remarks:

Remarks:
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STATE OF CALIFORNIA
N--qRTMENT OF CALIFORNIA HIGFIWAY PATROL

\ /MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 1of 3

Command:

San Jose
Division:

Golden Gate
Number:

340
Evaluated by:

Lt. Jim Fonseca
Date:

11t17t2009
Assisted by:

Sgt. Steve Perea
uale:

11t17t2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level n Command Level

E Executive Office Level ll Voluntarv Self-lnsoection

lzaoz 4
Lead lnspector's Signature:

r//ry
Follow-up Required:

EYes XNo
n Follow-up lnspection

Date:

11t17 t2009

For applicable policy, refer to: GO 40.6

hall be utilized for explanation.
1 lf the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

X Yes nruo nvn Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffìc safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
imolementations?

! Yes Euo X ru¡n Remarks: Area did not submit
any grant proposals.

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

n Yes nruo X N/A Remarks: GMU

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expend itures?

X Yes nruo n ruln Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

! Yes X lrlo fl ru¡n Remarks: Area did not submit
anv qrant orooosals.

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when

co,é,E ?bu
X Yes n f,lo n ruln Remarks: lnformation

orovided bv GMU.
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STATE OF CALIFORNIA
N-'qRTMENT OF CALIFORNIA HIGIjWAY PATROL

,. ,,MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for allgrant projects
coded as "for local benefit"?

n Yes nruo X N/A Remarks. GMU

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or desiqnated alternate?

n Yes nruo X ruIn Remarks: GMU

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

n ves E t¡o X rrun Remarks: GMU

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exceotion of oersonnel costs?

n Yes n ¡lo X N/A Remarks: GMU

11. Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated proiect MOU?

X Yes nruo fl rurn Remarks:

12. Are all requirements of the grant agreement and
MOU being met? X Yes n f,¡o n ru¡n Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
oroiect?

n Yes n f,lo X N/A Remarks: GMU. Does not
apply to Area Operations.

14. Does every invoice associated with a grant funded
project contain the project number and name? X Yes n f,lo X tryR Remarks: GMU

'15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report. Form OTS-25?

! Yes n ¡¡o XNn Remarks: GMU

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
resoective orant aoreement?

X Yes Eruo E ¡¡¡N Remarks: Radar Trailer.

17 . Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor.

r Applications for federal funds which exceed
the amount specified in the budqet.

flYes E tlo X trllR Remarks: GMU
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STATE OF CALIFORNIA
N--ARTMENT OF CALIFORNIA HIGHWAY PATROL

. ,,MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

'18. ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

n Yes n ¡lo X ruIn Remarks: GMU

'19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

n Yes nruo X rrlln Remarks: GMU

20. Are grant funds being used for their intended
purpose? X Yes INo n ruln Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the fundinq aqencv?

I ves n ¡lo X ruIn Remarks: GMU

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundinq aqencv?

n Yes I tlo X rulR Remarks: GMU

Q uestio ns 2.3 thri¡u S h 26 rp6¡1¡¡ ¡ lô lhbl Grants;M a nad emên
23 Has GMU prepared an annual Management

Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safetv Proqram?

! Yes tr I'lo X tt¡R Remarks: GMU

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

! Yes I ¡¡o X ruIn Remarks: GMU

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the proiect?

E ves I ¡lo X ru¡n Remarks: GMU

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed bv GMU?

E Yes Eruo X trt¡R Remarks: GMU
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State of California

Memorandum

Date:

To:

From:

File No.:

Subject:

Business, Transportation and Housing Agency

December 9,2009

Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGH\ryAY PATROL
Hayward Area

301.13700.09-082

RESPONSE TO COMMAND GRANT AND OVERTIME INSPECTION

This memorandum is intended to serve as the written response to the command grants and

overtime inspection report of the Hayward Area. Area management and sergeants are actively
involved in this program and ensure that all Area personnel are properly trained.

FINDINGS REOUIRING FOLLOW.UP:

Finding 1 - Agree. Area has identified the issue of Fair Labor Standards Act (FLSA) overtime
and has been working on correcting the problem. The last three months have shown a drastic
decrease in FLSA overages. The Area commander has reviewed the issue with the Area's time
keeper and the scheduling sergeant. A training session has been conducted with all sergeants and

the management team on Decemb er 9,2009. Monthly reviews will be conducted to ensure

FLSA overtime is not occuring. Attendance screens will be utilized to assist in the accounting
of hours worked in each FLSA period.

Questions or concerns regarding this response may be directed to Sergeant Kevin Briggs or
myself at (510) 489-1500.

Commander

CHP 51WP (Rev. 1 1-86) OPI 076

So.Íety, Servíce, and Security



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

Command:

Havward Area
Division:

Golden Gate
Chapter:

Chapter 6
lnspected by:

Lt. Jim Fonseca
Date:

11t19t2009

:i::Ii ?::::::::::::::::::::::::::::::::::::=::::::::::::::::::::::::___:::::::
INSTRUCTIONS: This documenl shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number, Under "Fonvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

TYPE OF INSPECTION

n Division Level X Command Level

fl Executive Office Level

Total hours expended on the
inspection:
4 hours

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

nYes Xruo

Forward to:

Due Date:

Ghapter lnspection:

lnspector's Comments Regarding lnnovative Practices:

None

ICommand Suggestions for Statewide lmprovement:

Jr¡one

I lnspector's F tncl¡ncrs'

Finding #1:#14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months, revealed 46 instances of FLSA discrepancies for a total of 241
hours paid at Tztime.

lnspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

Findings unchanged.

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

uommand:

Havward Area
Division:

Golden Gate
Chapter:

Chapter 6
lnspected by:

Lt. Jim Fonseca
Date:

11t19t2009

Hayward Area has had changes in commanders and lieutenants in the last year. As of November 1,
2009, Hayward Area received its newest commander and an acting lieutenant, Area has already
identified the issue of FLSA overtime and has been working on correcting the problem. The last three
months have shown a drastic decrease in FLSA overages.

The Area commander has reviewed the issue with the Area's time keeper and the scheduling sergeant.
A training session will be conducted with all sergeants and the management team at the next Area staff
meeting on December 9, 2009.

Monthly reviews will be conducted to ensure FLSA oveftime is not occurring. Attendance screens will
be utilized to assist in the accounting of hours worked in each FLSA period.

The responsibility of Scheduling Sergeant will remain with the Area's most tenured sergeant. This will
create stability in Area's scheduling procedures and will reduce the likelihood of simple errors that occur'r 

ongoing sergeant transfers.

lJ Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter I for appeal procedures.)

COMMANDER'S SIGNATURE

/,ts â^
DATE

tt /z; /uq

(
DATEzy'lt

Reviewer discussed this report with
employee
Concur n Oo not concur o/t)

DATE

CHP 6804 (Rev 02-09) OPI 010



STATE OFCALIFORNIA- -OARTMENT OF CALIFORNIA HIGHWAY PATROL

,CMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 1 of3

Command:

Havward Area
Division:

Golden Gate
Number:

345
Evaluated by:

Lt. Jim Fonseca
uate:

11t19t2009
Assisted by:

Sgt. Steve Perea
SSA J. Manlutac

Date:

11t19t2009

^;;;*ìñ;;;;ñ;,;;";ffi ñ;;ffi ;;;;;;:";;";;:":";;ãã:i":,:o:oãiffi ;ñ;;;:=
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or coneclive action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

f, Division Level n Command Level

n Executive Office Level n Voluntarv Self-lnspection

Lead lnspector's Signature:

:7""-"^ ¿/: ,/FäÔt

Follow-up Required:

[lYes XNo
n Follow-up lnspection

mmander's Signature:

2 , -2i -/', Á- ..-

Date:

t, /t E,/or.

For applicable policy, refer to: GO 40.6

r.ote: lf a "No" or "N/A' box is checked, the 'Remarks" section shall be utilized for explanation.
1. lf the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
aoorooriate assistant commissioner?

X Yes nruo fl run Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
imolementations?

! Yes n ¡¡o X ru¡n Remarks: Area did not submit
any grant proposals.

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

I Yes n ¡lo X ¡I¡R Remarks: GMU

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime exoenditures?

X Yes nruo nrun Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

n yes X ¡to n ruln Remarks: Area did not submit
anv qrant proDosals.

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preoarinq conceot oaDer budqets?

X Yes nruo nrun Remarks: lnformation
orovided bv GMU.
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STATE OF CALIFORNIA. -OARTMENT OF CALIFORNIA HIGHWAY PATROL

-CMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7 . ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

! Yes nno !run Remarks: GMU

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director. or desionated alternate?

n Yes nno Xrun Remarks: GMU

L Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

n ves nruo X N/A Remarks: GMU

10. Are allexpenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exceotion of personnel costs?

n Yes n ¡lo X N¡N Remarks: GMU

1 1. Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

X Yes n ¡¡o fl run Remarks:

12, Are all requirements of the grant agreement and
MOU being met? X Yes !Ho n r.¡in Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant

?,I L

! Yes n ¡lo X NIR Remarks: GMU. Does not
apply to Area Operations.

14. Does every invoice associated with a grant funded
project contain the project number and name? n Yes n ¡¡o X ¡un Remarks: GMU

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Reoort. Form OTS-25?

! Yes n ¡¡o Xnn Remarks: GMU

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

n Yes Eruo Xun Remarks: Area has no
eouioment.

17. Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval fiom the Department of Finance andior the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:

' Applications for federal funds which are not
included in the budget approved by the
Governor.. Applications for federalfunds which exceed
the amount specified in the budqet.

n Yes nruo Xnn Remarks: GMU
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STATE OF CALIFORNIA
-DARTMENT OF CALIFORNIA HIGHWAY PATROL

- JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
reouests received bv the Department of Finance?

! Yes fl tlo X ru¡N Remarks: GMU

19. Has any request for unanticipated federalfunds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

E Yes n ¡lo X lrn Remarks: GMU

20. Are grant funds being used for their intended
purpose? X Yes nruo nvn Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the CommercialVehicle Section before they
are submitted to the fundino aoencv?

n Yes nruo XruN Remarks: GMU

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundinq aqencv?

n Yes ! t¡o X t¡lR Remarks: GMU

n,¡estions 23 through 26 pertain to the Grants Managemt
23. Has GMU prepared an annual Management

Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safetv Prooram?

Unit

n Yes n ¡¡o XruN Remarks: GMU

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

n Yes Eruo XruN Remarks: GMU

25. Did GMU route copies of the Drafr Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the oroiect?

n Yes fl r'ro X ¡¡¡N Remarks: GMU

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed by GMU?

n Yes fl ruo X ru¡A Remarks: GMU

CHP 680P (Rêv 02{9) OPI 010



STATE OF CALIFORNIA
-ÐARTMENT 

OF CALIFORNIA HIGHWAY PATROL

-CMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 1 of2

Command:

Havward Area
Division:

Golden Gate
Number:

345
Evaluated by:

Lt. Jim Fonseca
Date:

11t19t2009
Assisted by:

Sqt. Steve Perea
Date:

11t19t2009

^ññ*;,;.;;;,;";;;;;i;,*r;il;;,;;il;;;;;,-0i""*o.,-o__".*;.",ñ,",;;__applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on art Exceptions Document ând addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lrtspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

f, Division Level n Command Level

n Executive Office Level I Voluntarv Self-lnsoection

Lead lnspector's Signature:

lz/zàdt
Follow-up Required:

[lYes XNo
! Follow-up lnspection

Commander's Signature:

4t,,-4,t /.ø,-

Date:

11t19t2009

For applicable policies, refer to HPM I I .1 , Chapter 6,
HPM 40.71, Chapters 2,8, and 10, HPM 10.5,

aptet 2, and HPM 10.3, Chapters 24 and 28.

t' L /'V

Note: !f a "No" or'N/4" box is checked. the 'Remerks" section shall be utilized for explanation.
1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes nruo ! ¡¡n Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emplovee(s) cannot be notified of such cancellation?

X Yes !ruo ! ¡¡n Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
proiects?

X yes ! ¡lo nrun Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Proiects?

f, Yes n f'¡o fl run Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reoular work shift time?

X Yes f] ruo n ruln Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on

r off?a
f, ves [ruo n ¡¡n Remarks:

7. ls there a CHP 90, Report of Court Appearance -
CivilAction, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes nruo nrun Remarks:

CHP æ0P (Rêv 02{9) OPI 010
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STATE OF CALIFORNIA
-OARTMENT 

OF CALIFORNIA HIGHWAY PATROL

-CMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtirne

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emplovee worked throuqh their lunch break?

X yes !ruo E t''¡n Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes E ¡to nrun Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headouarters?

X Yes []ruo n ru¡n Remarks:

1'1. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes n ¡¡o fl run Rernarks:

12. ls the "Notes" section on side two of the CH P 415
used to explain any overtime listed on side one of the
cHP 415?

X Yes n ¡¡o [] ¡¡n Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? X Yes !ruo E n¡n Remarks:

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) oeriod?

D Yes XNo n nrn Remarks: 46 discrepancies identifed.
Refer to Exceptions Form.

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hou¡
oeriod?

f, Yes nruo nrun Remarks:

16. Do the CHP 415 totalovertime hours agree with the
Monthly Attendance Report (MAR)? X Yes nruo EruN Remarks:

17 . Are the MARs retained for at least three years and
contain the commander's signature? X ves nruo nrun Remerks:

Remarks;

CHP 680P (Rev 0249) OPI 010



State of California

Memorandum

Date: December 9,2009

To: Golden Gate Division
Attention: Chief Bridget Lott

Business, Transportation and Housing Agency

From: DEPARTMENT OF CALIf'On¡fU. HIGHWAY PATROL
Nimitz Inspection Facility

File No.: 347.9787

SubJect: RESPONSE TO COMMAND OVERTIME AND GRANT MANAGEMENT
INSPECTION REPORT

This memorandum is intended to serve as the written response to the command overtime and
grant management inspection report of Golden Gate Division as required.

FINDINGS REQUIRING FOLLOW.UP :

Finding 1 - Agree: Measures have been taken to reduce employee's CTO balances. All leave
balances will be monitored on a monthly basis to prevent any reoccurrence.

Finding 2 - Agree: An area employee was loaned to division on a temporary assignment.
During this assignment, the employee incurred an FLSA overage resulting in paid overtime.
Measures have been taken to prevent this from reoccurring.

Questions regarding this response may be directed to Sergeant John Chia via e-mail at
ichia@chp.ca.sov or by telephone at (510) 794-3658.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT
, Jge 1 of2

Command:

Nimitz lnsp.
Facilitv

Division:

Golden Gate
unapter:

Chapter 6

lnspected by:

Lt. Jim Fonseca
Date:

11t2412009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡vard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

! Executive Offìce Level

Total hours expended on the
inspection:
4 hours

n

tr

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

n Yes X trlo

Fonruard to:

Due Date:

Chapter lnspection:

lnspector's Comments Reqardinq lnnovative Practices:

None.

L@r Statewide lmprovement:

NOne,

I s Findi

Finding #1: #13, Command Overtime. Leave Balance Reports indicated three (3) instances of CTO
converted to paid oveft¡me over the past twelve months. A total of approximately 24.63
hours of overtime paid out.

Finding #2: #14, Command Ovedime, Work Period Overlime Reconciliation Report (WPORR), during
past twelve months, revealed one ¡nstance of FLSA discrepancies for a total of .18
hours paid at alztime rale.

Commander's Response: X Concur or [l Do Not Concu[ (Do Not Concur shatl document basis for

CHP 680A (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

/ge 2 or2

Command:

Nimitz Insp.
Facilitv

Division:

Golden Gate
Chapter:

Chapter 6

lnspected by:

Lt. Jim Fonseca
Date:

11t24t2009

lnspector's Comments: Sfrall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

Findings not changed.

Finding #1: Area has taken measures to reduce employee's CTO banks and monitor leave balances on
a monthly basis. At the present time, all employees leave balances are wellwithin policy.

Finding #2:The FLSA overage involved an employee assigned to Area who was working in division on a
temporary assignment. Measures have been taken to prevent this from reoccurring again.

ll Employee would like to discuss this report with
the reviewer.
(See HPM 9.'1, Chapter I for appeal orocedures.)

DATE

reflfof
(

DATE

tzy's/o7
Reviewer discussed this report with
emPloYee 

- ña nar aan¡, ,. IConcur ! Oo not concur

D

/o

CHP 6804 (Rev.02-09) OPI 010



STATE OF CALIFORNIA
I"DARTMENT OF CALIFORNIA HIGI-IWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 1 of 3

uommano:

Nimitz lnsp.
Facilitv

Division:

Golden Gate
Number:

347

EVatualeo Dy:

Lt. Jim Fonseca
uate:

11r24t2009
Assisted by:

Sgt. Steve Perea
Date:

11t24t2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level ! Command Level

n Executive Office Level flVoluntarv Self-tnsoection

Lead lnspector's Signature:

Follow-up Required:

l-ì Yes X No
! Follow-up lnspection

uate:

11t24t2009

For applicable policy, refer to: GO 40.6

i:*.'r:*:#:i
1. lf the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

X Yes n ¡lo n N/A Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

! Yes nruo Xrun Remarks: Area did not submit
any grant proposals.

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

n yes ! t'¡o X rrl¡n Remarks: Completed through
CVS.

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expend itures?

X Yes ! tlo nrun Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

! Yes Xruo ! ru¡n Remarks: Area did not submit
anv orant proposals.

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparinq concept oaper budoets?

X Yes !ruo nrun Remarks: lnformation
orovided bv GMU and CVS.

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
I'-OARTMENT OF CALIFORNIA HIGI-IWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

! Yes n r.lo Xrun Remarks: GMU or CVS

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or desiqnated alternate?

n Yes nruo Xun Remarks: GMU or CVS

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
fu ndin g agencies coord inated/processed throu g h
GMU?

! Yes nruo X n¡n Remarks: GMU or CVS

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exceotion of oersonnel costs?

n Yes !No X rrlln Remarks: GMU or CVS

11. Are quarterly progress reports fonryarded though
channels to GMU in accordance with the instructions
contained in the associated proiect MOU?

X Yes nruo n ru¡n Remarks:

12. Are all requirements of the grant agreement and
MOU being met? X Yes n ¡lo !run Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
oroiect?

X Yes nruo Erun Remarks: Routed through
GGD to CVS.

14. Does every invoice associated with a grant funded
project contain the project number and name? ! Yes ! I'lo XruN Remarks: GMU or CVS

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-25?

! Yes n ¡lo Xrun Remarks: GMU or CVS

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
resoective o rant ao reement?

! Yes nruo X ruIn Remarks: No equipment.

17 . Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's offlce prior to submission to the
appropriate federal authority?
This would include any of the following:

o Applications for federal funds which are not
included in the budget approved by the
Governor.

o Applications for federal funds which exceed
the amount specified in the budqet.

n Yes ENo Xrun Remarks: GMU or CVS

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
N-ÞARTMENT OF CALIFORNIA HIGI-{WAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter6
Command Grant Management

18. ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Department of Finance?

n Yes n r,lo Xrun Remarks: GMU or CVS

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budoet Act?

! Yes n ¡lo XNn Remarks: GMU or CVS

20. Are grant funds being used for their intended
purpose? X Yes n ¡¡o nrun Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the CommercialVehicle Section before they
are submitted to the fundinq aoencv?

! Yes nuo X ¡un Remarks: Completed by
GMU or CVS.

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundino aoencv?

! Yes !ruo X truR Remarks: GMU

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safetv Prooram?

E Yes nruo Xrun Remarks: GMU

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

! Yes nNo X uln Remarks: GMU

25. D¡d GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the oroiect?

n yes E llo XruN Remarks: GMU

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed bv GMU?

! Yes nruo Xrun Remarks: GMU

CHP 680P (Rev 02-09) OPI 010



STATE OF CALIFORNIA
NEOARTMENT OF CALIFORNIA HIGI-WAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 1 of2

Command:

Nimitz lnsp.
Facilitv

Division:

Golden Gate
Number:

347

Evaluated by:

Lt. Jim Fonseca
Date:

11t24t2009
Assisted by:

Sgt. Steve Perea 11t24t2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level ! Command Level

n Executive Office Level l-l Voluntarv Self-lnsoection

Lead lnspector's Signature:

Follow-up Required:

[lYes XNo
n Follow-up lnspection

's Signature: Date:

11t24t2009

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,

^'apter 2, and HPM 10.3, Chapterc 24 and 28.

\

1. ls the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CH P
uniformed employee, regardless of length of
service/detail?

X Yes n ¡lo n ¡ln Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

X Yes E t'lo !run Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
Proiects?

X Yes n ¡lo ! nrn Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Proiects?

X Yes nruo nrun Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reoular work shift time?

X Yes !No !run Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

X Yes !ruo n ru¡n Remarks:

7. ls there a CHP 90, Report of Court Appearance -
CivilAction, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes n ¡lo nrun Remarks:

CHP 680P (Rev 02{9) OPI 010
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STATE OF CALIFORNIA
I"OARTMENT OF CALIFORNIA HIGI-IWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION GHECKLIST
Chapter 6
Command Overtime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
employee worked throuqh their lunch break?

X Yes n ¡¡o n ru¡n Remarks:

9. Did the supervisor sign the CHP 4l5s approving the
overtime? X Yes ! tlo !run Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headouarters?

X Yes ! tlo n ¡¡¡n Remarks:

11. lf overtime is incurred by a peer support counselor,
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

s

X Yes nruo !Nn Remarks:

12. ls the "Notes" section on side two of the CHP 415
used to explain any overtime listed on side one of the
cHP 415?

X Yes nruo nrun Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? ! Yes Xruo nNn Remarks: Three instances of CTO

converted to paid overtime ¡n past 12
months. Refer to Exceotions form.

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) oeriod?

n Yes X tto nrun Remarks: One instance identified.
Refer to Exceptions Form.

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
Period?

X Yes E trto nrun Remarks:

16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? X Yes nruo n rrl¡n Remarks:

17. Are the MARs retained for at least three years and
contain the commander's signature? X Yes fl No !vn Remarks:

Remarks:

CHP 680P (Rev 02-09) OPI 010



State of California

Memorandum

Date:

To:

From:

File No.:

Subject:

Business, Transportation and Housing Agency

December I1,2009

Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGFTWAY PATROL
Marin Area

350.r2r99

COMMAND LEVEL INSPECTION - CHAPTER 6 _ COMMAND GRANT
MANAGEMENT AND COMMAND OVERTIME

On December 3, 2009, Golden Gate Division Inspection Team completed the required 4th
Quarter Chapter 6 - Division Level Inspection of Marin Area's Area Command Grant
Management and Command Overtime records. The Area Commander, lieutenants, sergeants,
and staff are actively involved in this program and ensure that all Area personnel overtime and
grant overtime record keeping procedures are in place.

FINDINGS REQUIRING FOLLOW.UP:

Finding I - Agree. (a) Marin Area will brief personnel on the importance of reviewing their own
schedules to ensure the correct number of days off within each FLSA period. (b) Area will reinstate a
review process dwing the FLSA period, in order to ensure the correct number of days offhave been
taken or are projected. (c) A subsequent follow-up audit will be performed toward the end of the
FLSA period to ensure FLSA overtime does not occur. (d) Changes to schedules will involve a
confirmation that the correct numbers of days offare not impacted by the change. (e) Sergeants
responsible for scheduling newly assigned Ofücers will confirm the days offand hours worked in the
Officer's previous assignment. (f) Offrcers and Sergeants will be held accourtable for instances of
FLSA overtime.

Finding 2 - Agree (a) Marin Area will conduct a monthly review of CTO balances to identif,
personnel approaching or at the CTO hours accumulation limit. (b) Personnel will be briefed of the
limit, their balances, and held accountable for overtime hours claimed as CTO, that they are not
authorized to claim. (c) Sergeants will be held accountable for approving CTO time claimed for
personnel who are ineligible to eam it.

Finding 3 - Agree (a) Marin Area Commander will ensure that the OSSI or Attendance Clerk
provides the Monthly Attendance Report for the Commander's review and approval. (b) The
Comma¡rder will anange for the acting Commander to review and approve the report in the absence of
the Commander.

CHP 51WP (Rev 11-86) OPI 076
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Golden Gate Division
Puge2
December 1t,2009

If you have any questions regarding this memorandum please contact Lieutenant D. Raleigh or

Commander



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

rge 1 of3

Command:

Marin
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C.M. Childs, #13867
uate:
12t03t09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fÌll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifled deflciencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

X Division Level I Command Level

n Executive Office Level

Total hours expended on the
inspection:

6.0

tr

x

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

l-l Yes X lrlo

Fonruard to:

Due Date:

Chapter lnspection:

lnspector's Comments Regardinq lnnovative Practices:

ln

lns s Findinos:

Finding #1, Command Overtime: 43 instances of FLSA overages were noted, for a total of 348
hours paid at half time.

Finding #2. Command Overtime: 15 instances of CTO overages were noted, for a total of 54.4
hours paid at overtime rate

Finding #3: Command Overtime: The March 2008, October 2008, December 2008, March 2009
and April 2009 MARs were not signed by command personnel.

Commander's Response: X Concur or E Do Not Concur (Do Not Concur shatt document basis for

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT

uomman0:

Marin
Dvson
Golden Gate

Chapter:

o
lnspected by:

Lt. C.M. Childs. #13867
Date:
12t03t09

.rge2of3

lnspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

Required Action

Corrective Action Plan/Timeline

#1 (a) Marin Area will brief personnel on the importance of reviewing their own schedules to ensure
the correct number of days off within each FLSA period. (b) Area will reinstate a review process
during the FLSA period, in order to ensure the correct number of days off have been taken or are
projected. (c) A subsequent follow-up audit will be performed toward the end of the FLSA period to
ensure FLSA overtime does not occur. (d) Changes to schedules will involve a confirmation that
the correct number of days off are not impacted by the change. (e) Sergeants responsible for
scheduling newly assigned Officers will confirm the days off and hours worked in the Officer's
previous assignment. (f) Officers and Sergeants will be held accountable for instances of FLSA
oveftime.

#2 (a) Marin Area will conduct a monthly review of CTO balances to identify personnel approaching
or at the CTO hours accumulation limit. (b) Personnel will be briefed of the limit, their balances, and
held accountable for overtime hours claimed as CTO, that they are not authorized to claim. (c)
Sergeants will be held accountable for approving CTO time claimed for personnel who are
ineligible to earn it.

#3 (a) Marin Area Commander will ensure that the OSSI or Attendance Clerk provides the Monthly
Attendance Report for the Commander's review and approval. (b) The Commander will arrange for
the acting Commander to review and approve the report in the absence of the Commander. (c) The
Commander has reviewed and approved the Monthly Attendance Reports for the periods listed
above, under lnspector's Findings.

CHP ô804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
rge3of3

Command:

Marin
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C.M. Childs, #13867
Date:
't2t03109

lJ Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)

DATE

/-L'/ /-4
IÑSPECTOR'S SIGNATURE

CQ".*, /^ç- ^
DATE

tLl Ls ltl
discussed this report with

n Oo not concur )

DATE

t,-tf1o

CHP 6804 (Rev. 02-09) OPI 010



STATE OF CALIFORNIA
N-OARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 1 of 2

uomman0:

Marin
Division:
Golden Gate

Number:

Evaluated by:

Lt. C. M. Childs, #13867
Date:

12103109
Assisted by:

Sqt. M. Lehman, D. Silva
Date:
12103109

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies andior deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level n Command Level

n Executive Office Level n Voluntarv Self-lnsoection

Lead lnspector's Signature:

Follow-up Required:

fl ves X trto

n Follow-up lnspection
Date

12t03t09

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2,8, and 10, HPM 10.5,

''-apter 2, and HPM 10.3, Chapters 24 and 28.

Note: lf a uNo" or "N/A" box is checked, the "Remarks" section shall be utilized for explanation.
1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes n f,¡o n Nln Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

I Yes nNo n N/A Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
proiects?

X Yes n ¡lo n ru¡n Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Proiects?

X Yes n ¡lo n ruln Remarks:

5, ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reqular work shift time?

X Yes nNo fl N/A Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

X Yes E I,lo fl ruln Remarks:

7. ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

I Yes n ¡lo nrun Remarks:

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
NtrÞARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
employee worked throuqh their lunch break?

X Yes n ¡lo fl N/A Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? X yes E Itlo f]vn Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

X Yes fl ruo !run Remarks:

11. lf overtime is incurred by a peer support counselor,
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

s
I Yes nruo nvn Remarks:

12. ls the "Notes" section on side two of the CHP 415
used to explain any overtime listed on side one of the
cHP 415?

X Yes E t'lo nun Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? n Yes XNo n N/A Remarks: 15 instances of CTO

overages were noted, resulting in
54.4 hours of paid overtime

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

! Yes XNo nvn Remarks: 43 instances of FLSA hour
overages were noted, resulting in 348
hours paid at half time rate

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a24 hour
period?

I Yes nNo nvn Remarks:

16. Do the CHP 415 totalovertime hours agree with the
Monthly Attendance Report (MAR)? X Yes nNo fl run Remarks:

17. Are the MARs retained for at least three years and
contain the commander's signature? I Yes X t'¡o fl N/A Remarks: Five MARs were not signed

by command personnel in the last 12
months

CHP 680P (Rev. 02-09) OPI 010



STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 1 of 3

Command:

Marin
Division:
Golden Gate

Number:

Evaluated by:

Lt. C.M. Childs, #1867
Date:

12t03t09
Assisted by:

Sot. M. Lehman. D. Silva
Date:
12103109

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level ! Command Levet

n Executive Office Level I-l Voluntarv Self-lnsoection

Lead lnspector's Signature:

Follow-up Required:

l-l Yes X rrlo

! Follow-up lnspection
Date:

12103109

For applicable policy, refer to: GO 40.6

.e: lf a "No" or "N/4" box is checked, the "Remarks" section shall be utilized for
1. lt the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

X Yes n f.lo fl N/A Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

n Yes nruo X ruln Remarks: Marin Area did not
apply for any grants in the last
year.

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

n Yes nruo XruN Remarks:
Same as Question #2

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime exoenditures?

! Yes nruo XruN Remarks:
Same as Question #2

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

! Yes nNo Xvn Remarks:
Same as Question #2

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
,tr ?

! Yes nNo Xrun Remarks:

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
N-OARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for allgrant projects
coded as "for local benefit"?

n Yes nruo X u¡n Remarks:
Same as Question #2

B. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or desiqnated alternate?

! Yes [] t'lo X ruln Remarks:
Same as Question #2

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

n Yes nuo XNn Remarks:
Same as Question #2

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

! Yes n ¡lo Xrun Remarks:

Same as Question #2

11. Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated proiect MOU?

I Yes n ¡lo n ru¡n Remarks:

12. Are all requirements of the grant agreement and
MOU being met? X Yes [-l lllo l-l ru¡n Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
proiect?

I Yes n ¡lo L] N/A Remarks:

14. Does every invoice associated with a grant funded
project contain the project number and name? n Yes n ¡lo X N/A Remarks:

Same as Question #2

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-25?

! Yes n ¡lo Xvn Remarks:

Same as Question #2

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant aqreement?

X Yes nNo n ru¡n Remarks:

17. Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor.

. Applications for federal funds which exceed
the amount specified in the budqet.

n Yes nruo X ruln Remarks:

Same as Question #2

CHP 680P (Rev.02-09) OPI 0.10
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STATE OF CALIFORNIA
N_NARTMENT OF CALIFORNIA HIGHWAY PATROL

. JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Deoartment of Finance?

n Yes fl No x N/A Remarks:
Applies to GMU

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

! Yes n f'¡o x N/A Remarks:
Applies to GMU

20. Are grant funds being used for their intended
purpose? I ves n ¡lo nNn Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the fundinq aqencv?

n Yes nNo Xrun Remarks:
Applies to GMU

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundino aoencv?

n Yes E trto X ru¡n Remarks:
Applies to GMU

Questii¡hs 23,through 26 pertain to the Grants Manaqemen Unit
23. Has GMU prepared an annual Management

Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safetv Prooram?

n Yes nruo Xrun Remarks:
Applies to GMU

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

! Yes nNo Xrun Remarks:
Applies to GMU

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the proiect?

E Yes n ¡lo Xvn Remarks:
Applies to GMU

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed bv GMU?

n Yes ENo XruN Remarks:
Applies to GMU

CHP 680P (Rev 02-09) OPI 010



Stalc of California

Mcmorandum

Date:

To.

Fronr:

File No :

Subject:

Business, Transporlation and Housing Agency

December 23,2009

Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Santa Rosa Area

360.9763.14406

CHAPTER 6 INSPECTION

On Decernber 3, 2009, Lt. Chris Childs, #13867, Sgt. Mike Lehman, #16422, and
AGPA Dee Silva, #48970, conducted a Division Level Chapter6lnspection of the
Santa Rosa Area. The lnspection Team conducted a pre-inspection interview with
Captain Young of the Santa Rosa Area in which the methodology for the inspection was
explained. All inspected items were noted on the CHP 680P, Checklist for Command
Overlime and Command Grant Management. The CHP 6804, Exceptions Document
was utilized to document two separate findings needing Corrective Action. Additionally,
the Santa Rosa Area utilized the 680A to document its Corrective Action Plan and
timeframes.

The Inspection Team was extremely knowledgeable regarding the inspection process
and was able to effectively relay all needed information. Please contact Sergeant
Robert Mota or Lt. Eric Rozenoff if you have any further questions.

./1
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT
,age 1 of3

INSfRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defìciehcies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

lnspected by:
Lt. C.M. Childs, #13867

TYPE OF INSPECTION

X Division Level I Command Level

n Executive Office Level

Total hours expended on the
inspection:

6,0

I Corrective Action Plan lncluded

E Rttachments lncluded

Follow-up Required:

! ves X trlo

Forward to:

Due Date: 1213112009

Chapter lnspection:

lnspector's Comments Reqardinq Innovative Practices:

Fcomman{slgsestronsf orStatewidelmprovement:

, t/A

lns r's Findinqs:

Finding # '1: Command
result¡ng in 190.2 hours

Finding #2: Command
paid at a half time rate.

Overtime. 32 instances of CTO exceeding leave balance max¡mum were noted,
paid at an overllme rate.

Overtime. 50 instances of FLSA overages were noted, resulting in 323 hours

Commander's Response: X Concur or E Do Not Concur (Do Not Concur shall document basis for response)

I concur with both Findings by the lnspection Team.. . .

lnspector's Comments: Shalladdress non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

N/A

CHP 6804 (Rcv 02 09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT
,age2of3

lnspected by:
Lt. C.M. Childs, #13867

Corrective Action Plan/Timeline
ALL CORRECTIVE ACTION PLAN CONTROL MEASURES WILL BE IMPLEMENTED IMMEDIATELY

Finding # 1: Command Overtime: 32 instances of CTO exceeding leave balance maximum were
noted, resulting in 190.2 hours paid at an overtime rate.

The Santa Rosa Area concurs with this finding and will correct this issue by implementing several
control measures:

'1) A briefing item will be developed immediately and placed in the Shift Daily Briefing Book reminding
all Officers and Sergeants that Exceeding CTO Leave Balance Maximums is not acceptable.
Additionally, the Briefing ltem will educate uniformed personnel that exceeding Maximum CTO Balances
causes the excess hours to immediately convert to Paid Overtime.

2). All violations of this briefing item will be closely scrutinized by the shift supervisor.

3). Area will identify all uniformed employees with Maximum CTO Leave Balances and require the
reduction of CTO time banks, when the opporlunity arises, per Bargaining Unit 5 MOU.

4). Managerial/Supervisory Staff will monitor the MIS Pay Reports for any CTO to Paid Overtime
conversion incidents.

Finding #2: Command Overtime: 50 instances of FLSA overages were noted, resulting in 323
hours paid at a half time rate.

The Santa Rosa Area concurs with this finding and will correct this issue by implementing several
control measures:

1). lncreased Managerial/Supervisory oversight of quarterly scheduling to ensure that Uniformed
Personnel are working there scheduled days/hours during the 28 day FLSA period. (For Example,
working twelve 12 hour days and two 8 hour days within FLSA period).

2). Managerial/Supervisory Verification that the Santa Rosa Area 415 Clerk and Alternate is ensuring
that all uniformed personnel are modifying the 415 system to indicate that they have worked the required
two B hour days during the FLSA Period.

o,¡. Documentation and appropriate action will be taken against repeat offenders who do not comply with
FLSA / CTO control measures.

Cl¡P 680^ (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
TXCEPTIONS DOCUMENT
, age3of3

lnspected by:
Lt. C.M. Childs, #13867

Employee would like to discuss this report with
the reviewer.

HPM 9.1, ChA 8 for

COMMANDER'S SIGNATURE

INSPECTOR'S

Reviewer discussed this report with
Smployee
õoncur I oo not concur

CHP 680^ (Rcv 02-09) OPI 010



STATE OF CALIFORNIA
_ÞARTMENT 

OF CALIFORNIA HIGHWAY PATROL

,OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Ovedime

Page 1 of 2

Command:

Santa Rosa
Division:
Golden Gate

Number:

Evaluated by:

Lt. C.M. Childs, #13867
Date:

12t03t09
Assisted by:

Sqt. M. Lehman, D. Silva
Date:
12t03t09

::::::::::::::-:::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

I Division Level E Command Level

tr Executive Office Level ! Voluntarv Self-lnspection

Lead lnspector's Signature:ry
Follow-up Required:

E Yes X t¡o
! Follow-up lnspection

C om m a nde r's-S ig n atu re:

,t4'¿-¡-¿-f. 7-**>
Date

3/09

For applicable policies, refer to HPM 1 1 .I , Chapter 6,
HPM 40.71, Chapters 2, B, and 10, HPM 10.5,
-rapter 2, and HPM 10.3, Chapters 24 and 28.

ao/
Note: lf a "No" or "N/A' box is checked, the "Remarks" section shall be utilized for explanation

1 ls the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CH P
uniformed employee, regardless of length of
service/detail?

X Yes nruo n ruln Remarks:

2 ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emplovee(s) cannot be notified of such cancellation?

X Yes ! t¡o E ru¡n Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
oroiects?

I ves E l,lo fl N/A Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Soecial Proiects?

X Yes I tlo f]vn Remarks:

5 ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reqular work shift time?

X Yes ENo E ru¡n Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a reoular dav off?

X Yes ! tlo [] ruln Remarks:

7. ls there a CHP 90, Repoft of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes I trlo n ru¡n Remarks:

CHP 680P (Rev 02-09) OP¡ O'lO
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STATE OF CALIFORNIA
-DARTMENT 

OF CALIFORNIA HIGHWAY PATROL

-OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Ovedime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emplovee worked throuqh their lunch break?

I Yes I t¡o ! ruln Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes E Irto n N/A Remarks:

10 Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

X Yes nruo I ru¡n Remarks:

11 lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes I tlo n ru¡n Remarks:

12 Is the "Notes" section on side two of the CHP 415
used to explain any overtime listed on side one of the
CHP 415?

X Yes !No ! rutn Remarks:

13 Are employee's Compensated Time Off hours
maintained within reasonable balances? E Yes X trlo ! ru¡n Remarks: 32 instances were noted

which resulted in 190.2 hours paid at
overtime rate

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) oeriod?

n Yes XNo n rurn Remarks: 50 instances were noted
which resulted in 323 hours paid at
half time

15 ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
oeriod?

X Yes E t'lo E ru¡n Remarks:

16 Do the CHP 415 totalovertime hours agree with the
Monthly Attendance Report (MAR)? X Yes E trlo r N/A Remarks:

17. Are the MARs retained for at least three years and
contain the commander's signature? X ves I ¡lo nvn Remarks:

CHP 6B0P (Rev 02-09) OPI 010



STATE OF CALIFORNIA
-DARTMENT OF CALIFORNIA HIGHWAY PATROL

-OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 1 of 3

Command:

Santa Rosa
Division:
Golden Gate

Number

Evaluated by:

Lt. C. M. Childs, #13867
Date:

12t03t09
Assisted by:

Sqt. M. Lehman, D. Silva
Date:
12t03t09

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Fudhermore, the Exceptions Document shall include any follow-up and/orcorrective action(s) taken. lf this form ls used as a Follow-up
lnspection, the "Follow-up lnspectlon" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level E Command Level

E Executive Office Level n Voluntary Self-lnspection

Lead lnspector's Signature

,/',J
Follow-up Required:

[-lYes Xruo
I Follow-up lnspection

Commander's $.þlnature:

Z4-r1 ?*"*-/
Date

12t03t09

For applicable policy, refer to: GO 40.6 /

¿te: lf a "No" or "N/4" box is checked. the "Remarks" section shall be utilized for
'1 lf the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

I Yes nruo nvn Remarks:

2 Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

n Yes E l,lo X ru¡n Remarks: Santa Rosa Area
did not apply for any grants

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

[] Yes !No X rurn Remarks Same as question
#2

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

X Yes I tlo E ru¡n Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

[] ves ENo x N/A Remarks: Same as question
#2

6 Was GMU contacted to determine the current
personnel billing rates used for grant projects when
oreparino concept oaoer budoets?

! Yes !No X ru¡n Remarks: Same as question
#2

CllP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA' _DARTMENT 
OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7 ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
'1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

D Yes I l,lo Xvn Remarks:
Same as question #2

B Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or desionated alternate?

n Yes nNo Xvn Remarks: Same as question
#2

9 Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
fu nd in g agencies coordi nated/processed th rou gh
GMU?

E Yes E trlo X ruln Remarks: Same as question
#2

10 Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

E Yes E ¡to x N/A Remarks: Same as question #2

11 Are quarterly progress reports fonvarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

I Yes E l.lo I ru¡n Remarks:

12. Are all requirements of the grant agreement and
MOU beino met? X Yes |_-lNo fl N/A Remarks:

13 ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
proiect?

I Yes ENo E n¡n Remarks:

14 Does every invoice associated with a grant funded
project contain the project number and name? E Yes nruo X N/A Remarks: Same as question #2

15 Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-25?

n Yes I r'lo X ru¡n Remarks: Same as question #2

16 Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective qrant aqreement?

X Yes I trlo E N/A Remarks

17 Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following.

. Applications for federal funds which are not
included in the budget approved by the
Governor

. Applications for federal funds which exceed
the amount specified in the budqet

I Yes I ¡lo X rrl¡n Remarks: Same as question #2

CHP 680P (Rcv 02-09) OPI 010
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STATE OF CALIFORNIA
- -ÞARTMENT OF CALIFORNIA HIGHWAY PATROL

CMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

'18 ls a federal Standard Form 424, Application for
Federal Assistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Department of Finance?

! ves I trlo X ru¡n Remarks: Applies to GMU

'19 Has any request for unanticipated federal funds met
ihe criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

! Yes I l.lo X N/A Remarks: Applies to Gl\4U

20 Are grant funds being used for their intended
purpose? X Yes I Irlo Evn Remarks:

21 Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the CommercialVehicle Section before they
are submitted to the fundinq agency?

E Yes I tlo X N/A Remarks: Applies to GMU

22 Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted io the fundino aoencv?

n Yes E ¡lo X ruln Remarks: Applies to GMU

Questions 23 throuqh 26 pertain to the Grants Manaqement Unit
23 Has GIVIU prepared an annual Management

Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safety Proqram?

I Yes E l,lo X ru¡n Remarks: Applies to GMU

24 Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commìssioner, Staff, and their Executive
Assistants?

! Yes I tlo Xvn Remarks: Applies to GMU

25 D¡d GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the proiect?

I Yes D l.lo X ru¡n Remarks: Applies to GMU

26 Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed bv GMU?

! Yes I trto X ru¡n Remarks: Applies to GMU

CHP 6B0P (Rev 02-09) OPI 010



State of California

Memorandum

Date: December 13,2009

To: Golden Gate Division

Business, Transportation and Housing Agency

FTom: DEPARTMENT OF CALIFOR¡{IA HIGFTWAY PATROL
Solano Area

File No.: 365.14402

SubJect: RESPONSE TO DRAFT COMMAND RECRUITMENT AND APPLICATIONS
PROCESS INSPECTION REPORT

This memorandum is intended to serve as the written response to the draft Command Overtime
and Grant Management inspection report by Golden Gate Division as required.

All findings by the inspection team were minor in nature and have been immediately addressed
and resolved at the Area. No follow-up is required.

Questions regarding this response may be directed to Lieutenant Zachary Johnson at
(707) 428-2100.

Commander

CHP 5'lWP (Rev. 11-86) OPI 076
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STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Solano
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C. Childs. #13867
Date:
11t19tO9

ge1of2
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 l\4emorandum may be used if additional space is required

TYPE OF INSPECT¡ON

X Division Level I Command Level

E Executive Office Level

Total hours expended on the
inspection:

X

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

!ves Xruo

Fonruard to:

Due Date:

Chapter lnspection:

lnspector's Comments Regardinq lnnovative Practices:

I Command Suggestions for Statewide lmprovement:

r's Findinqs:

During the inspection, the following discrepancies were noted:

Finding #1 (question #13, Command Overtime): 2 months showed CTO hours rolled over to pald
ovedime, resulting in 46.5 hours paid

Finding #2 (question #13, Command Overtime): 33 lnstances of FLSA overages resulting in 256 paid
hours

Finding #3 (question #17, Command Overtime): The March 2009 Monthly Attendance Report was not
signed by a member of the command staff.

Commander's Response: X Concur or n Do Not Concur (Do Not Concur shall document basis for response)

CHP 680A (Rev 02-09) OPI 010



SÏATE OF CALIFORNIA
DEPARTIVlENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

4e2of2

Command

Solano
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C. Childs, #13867
Date:
11119109

lnspector's Comments. Shalladdress non concurrence by commander (e g., findings revised, findings unchanged,
etc.)

Effective I mmediately:

Area will ensure that all Monthly Attendance Reports are reviewed and signed
management.

¡

by a member Area

Area will continue to aggressively monitor all FLSA hours and pay close attention to officers who transfer' 'r the Area and/or change from an alternate work week due to injury/limited duty status, etc.

Area managers and supervisors will requíre all employees to maintain their CTO balances at a
reasonable amount below maximum.

l__l Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter I for appeal procedures.)

DATE

\0\ z.g\.q
INSPECTOR'S NATURE DATE

11t19t2009

Reviewer discussed this report with
e,mployee

Qoncur E oo not concur

REVIEWE NATIBF(t a)
DATE

l-/S-/ p
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 6
Command Grant Management

Page 1 of 3

Command:

Solano
Division:
Golden Gate

Number
366

Evaluated by:

Lt. C. Childs. #13867
Date:

1111912009
Assisted by:

Sqt.M.Lehman, D. Silva
Date:
1111912009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level ! Command Level

n Executive Office Level E Voluntary Self-lnspection

Lead lnspector's Signature:

4.ø"
Follow-up Required.

fl Yes X ruo

E Follow-up lnspection
Commander's

lnlo--

Date:

11t19t2009

For applicable policy, refer to: GO 40.6

t

1. lf the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant comm issioner?

I ves n ¡lo n ru¡n Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

n Yes Eruo X ruln Remarks: Solano Area did not
apply for a grant in the last 12
months

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

n Yes Eruo X ruln Remarks: Same as #2

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reim bursable overtime exoend itures?

X Yes ENo n ¡vn Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

n Yes E trlo X rurn Remarks. Same as #2

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when

r 2
I ves E l,lo X ru¡n Remarks: Same as #2

CHP 6B0P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPEGTION PROGRAM
INSPEGTION CHEGKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

fl Yes Eruo Xvn Remarks: Same as #2

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or desiqnated alternate?

E Yes E l,lo X ¡¡In Remarks: Same as #2

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

n Yes nno X Nln Remarks: Same as #2

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exceotion of oersonnel costs?

n Yes E l.¡o X ru¡n Remarks: Same as #2

11. Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated proiect MOU?

I Yes Eruo E ruln Remarks:

12. Are all requirements of the grant agreement and
MOU being met? X Yes l-l trlo n ru¡n Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
oroiect?

n Yes n ¡lo X ruin Remarks: Same as #2

14. Does every invoice associated with a grant funded
project contain the project number and name? X Yes n ¡lo E ru¡n Remarks:

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Repoñ, Form OTS-25?

flYes n ¡lo X ru¡n Remarks: Same as #2

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
resoective orant aqreement?

X Yes n ¡lo E ruln Remarks:

17 . Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor.

. Applications for federal funds which exceed
the amount specified in the budget.

fl Yes n ¡¡o Xvn Remarks: Same as #2

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
NEPARTI/ENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. ls a federal Standard Form 424, Application for
Federal Assistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Deoartment of Finance?

n Yes nno X nrn Remarks: Same as #2

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

E Yes INo X N/A Remarks: Same as #2

20. Are grant funds being used for their intended
purpose? X Yes I f,lo Evn Remarks:

21 . Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the fundinq aqencv?

! ves E ¡lo Xvn Remarks: Same as #2

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundino aoencv?

tr Yes E trto X Nln Remarks: Same as #2

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safetv Proqram?

E Yes fruo X nln Remarks: Same as #2

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

I Yes n ¡lo X ruln Remarks: Same as #2

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the proiect?

n Yes n ¡lo Xvn Remarks: Same as #2

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed bv GMU?

! Yes E tto X ru¡n Remarks: Same as #2

CHP 680P (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 1 of 2

Command:

Solano
Division:
Golden Gate

Number:
366

Evaluated by:

Lt. C. Childs, #13867
Date:

1111912009
Assisted by:

Sqt. M. Lehman, D. Silva
Date:
11t19t2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected

TYPE OF INSPECTION

X Division Level I Command Level

n Executive Office Level E Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:

l--l Yes X lrlo

I Follow-up lnspection

Date:

11t19t2009

For applicable policies, refer to HPM 11.1, Chapter 6,

HPM 40.71 , Chapters 2, 8, and 10, HPM 10.5,
Chapter 2, and HPM 10.3, Chapters 24 and 28.

1. ls the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes E f'lo n ru¡n Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emolovee(s) cannot be notified of such cancellation?

X Yes INo Xvn Remarks:

3. Are reimbursable special project codes being used
for all ovedime associated with reimbursable special
oroiects?

X Yes nruo n ruln Remarks:

4. ls the commander ensuring nonuniformed personnel
ovedime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Proiects?

X Yes nruo n N¡n Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reqular work shift time?

X Yes INo n ¡¡ln Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

X Yes E trlo E nrn Remarks:

7. ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil coutl?

X Yes nNo n ru¡n Remarks.
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPEGTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Oveftime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emolovee worked throuoh their lunch break?

X Yes ENo n Nln Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes n ¡lo E ruln Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headouarters?

X Yes n ¡lo nvn Remarks:

'l 1. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes nruo I ¡ln Remarks:

12. ls the "Notes" section on side two of the CHP 41 5
used to explain any overtime listed on side one of the
cHP 415?

X Yes n ¡¡o n ¡vn Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? n Yes X l'¡o fJNrn Remarks: During two pay periods,

46.5 hours were bonverted to payed
overtime

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) oeriod?

n Yes X ¡lo n u¡n Remarks: 33 lnstances for 256 hours
paid during the 13-pay periods

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
period?

I Yes n ¡lo nun Remarks:

16. Do the CHP 415 totalovertime hours agree with the
Monthly Attendance Report (MAR)? X Yes n ¡lo E ruin Remarks:

17. Are the MARs retained for at least three years and
contain the commander's signature? X Yes Eno nvn Remarks: The March 2009 MAR

wasn't signed by Solano Area
Manaoement
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State of California

Memorandum

Date:

To:

From:

File No.:

Subject:

M. A. FERRELL,
Commander

Business, Transportation and Housing Agency

December 10,2009

Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGH\ryAY PATROL
Cordelia Inspection Facility

366.tr076

RESPONSE TO DRAFT COMMAND OVERTIME INSPECTION REPORT

This memorandum is intended to serve as the written response to the draft command overtime
inspection report of Cordelia Inspection Facility dated November 19, 2009.

FINDINGS REOUIRING FOLLOW UP:

There were no findings requiring follow up.

\ ,----r
\l.^ - (-.-^

-1 r\
\.o_ueV

Lleutenant 
\----

CHP 5lWP (Rev. 11-86) OPI 076
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT

uomman0:

Cordelia lF
utvlston:

Golden Gate
unapler:

6
lnspected by:

Lt. C. Childs. #13867
Date:
11t19t09

, rge 1 of2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

I Division Level n Command Level

! Executive Office Level

Total hours expended on the
inspection:

7.0

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

!Yes X ruo

Forward to:

Due Date:

Chapter lnspection:

lnspector's Comments Reqardinq lnnovative Practices:

Command stions for Statewide lm

Develop a real-time report of FLSA balances for each employee using the automated 415 system.

n s Findinos:

It is clear the Cordelia lnspection Facility has had 12-hour shifts for some time now. Their scheduling,
tracking and monitoring or 12-hour shifts is ahead of many areas.

During the inspection, the following discrepancies were noted:

Finding #1 (question #13, Command Overtime): 5 instances of CTO hours rolled over to paid overtime,
resulting in 25.65 hours paid

Finding #2 (question #13, Command Overtime): 5 lnstances of FLSA overages resulting in 9 paid hours

CHP 6804 (Rev.02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT
,Jge2o12

Command:

Cordelia lF
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C. Childs, #13867
Date:
11t19t09

Commander's Response: X Concur or E Do Not Concur (Do Not Concur shall document basis for

Finding #'1 : Agree. Employees nearing their CTO cap, are required to 1) closely monitor their balance,
2) meet with the time keeper to ensure there is a complete understanding of their balance and possible
accumulation during the period, and 3) to develop a usage plan, if applicable. Additionally, the time
keeper and the commander review balances each month.

Finding #2: Agree. FLSA takes constant monitoring. We have implemented a computerized master
schedule (Excel spreadsheet) that provides the Area with a real-time balance of hours worked in the
FLSA period to prevent overages. lf the user makes an entry that causes the balance to exceed 170.5
hours, the balance is flagged in red and no update can be made. Additionally, the time keeper is
required to review each officer's current and projected FLSA balance at mid-FLSA period with the
scheduling supervisor. lf there are any anticipated overages, the scheduling supervisor takes necessary
action to prevent them.

lnspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

Required Action

Corrective Action Plan/Timeline

Employee would like to discuss this report with
the reviewer.
See HPM 9.1, Chaoter 8 for aooeal orocedures.

COMMANDER'S SIGMTURE '--.''-

\r-.rc-oq

tz) I't lo
Reviewer discussed this report with
èmployee
Concur fl Oo not concur

CHP 680A (Rev 02-09) OPI 010



STATE OF CALIFORNIA
r-IARTMENT OF CALIFORNIA HIGHWAY PAIROL

- JMMAND INSPECTION PROGRAM
INSPEGTION GHECKLIST
Chapter 6
Command Grant Management

Page 1of 3

Command:

Cordelia lF
Division:
Golden Gate

Number
366

Evaluated by:

Lt. C. Childs, #13867
Date:

11t19t2009
Assisted by:

Sqt. M. Lehman, D. Silva
Date:
11t19t2009

:::::::::::::::::::::::::::::::::::::::::::::::: :::::::::::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level n Command Level

n Executive Office Level n Voluntarv Self-lnsoection

ld lnspector's Signature:

w
Follow-up Required:

ll Yes X r,,lo

n Follow-up lnspection
Commander's Signature:

,-'>'--
--).^^, C* f )*,"*f.Q.

Date:

11t19t2009

For applicable policy, refer to: GO 40,6

¡hall be utilized for explanation
1. lf the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant comm issioner?

I Yes nruo n N/A Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

! Yes ENo x N/A Remarks: Cordelia lF did not
apply for a grant in the last 12
months

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

n Yes nruo Xvn Remarks: Same as #2

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expend itures?

X Yes nruo n N/A Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

! ves nruo X N/A Remarks: Same as #2

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparinq concept paoer budoets?

! Yes n ¡lo Xrun Remarks: Same as #2

CHP 680P (Rev 02-09) OPI 0'10
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STATE OF CALIFORNIA
F-AARTMENT OF CALIFORNIA HIGHWAY PATROL

. JMMAND INSPECTION PROGRAM
INSPEGTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
'1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

! Yes nruo X ruin Remarks: Same as #2

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or desiqnated alternate?

n Yes nruo X ruln Remarks: Same as #2

L Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

! ves n ¡lo X ruln Remarks: Same as #2

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

! ves nruo X ru¡n Remarks: Same as #2

11. Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

I Yes nNo ! ruln Remarks:

12. Are all requirements of the grant agreement and
MOU being met? X Yes nruo l-l Nln Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
proiect?

n Yes Eruo X N/A Remarks: Same as #2

14. Does every invoice associated with a grant funded
project contain the project number and name? X Yes n ¡lo ! ru¡n Remarks:

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-25?

n Yes nruo X ru¡n Remarks: Same as #2

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective qrant aqreement?

I Yes nNo E ru¡n Remarks:

17 . Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor.

. Applications for federal funds which exceed
the amount specified in the budoet.

! Yes n ¡lo X ruln Remarks: Same as #2

CHP 680P (Rev. 02-09) OPI 010



Page 3 of 3

STATE OF CALIFORNIA
-_DARTMENT OF CALIFORNIA HIGHWAY PATROL

- JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Deoartment of Finance?

n Yes trruo X N/A Remarks: Same as #2

19. Has any request for unanticipated federalfunds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

! ves nNo X nln Remarks: Same as #2

20. Are grant funds being used for their intended
purpose? X Yes ENo n ru¡n Remarks:

21 . Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the fundinq aqencv?

E Yes I t'lo X ¡¡ln Remarks: Same as #2

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundino aqencv?

E Yes n ¡lo X ¡vn Remarks: Same as #2

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safety Proqram?

! Yes trNo Xvn Remarks: Same as #2

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

n Yes nNo X ruln Remarks: Same as #2

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the proiect?

n Yes nruo X nln Remarks: Same as #2

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed bv GMU?

n Yes n ¡lo X ruln Remarks: Same as #2
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STATE OF CALIFORNIA
r-DARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHEGKLIST
Chapter 6
Command Overtime

Page l of 2

Command:

Cordelia lF
Division:
Golden Gate

Number
366

Evaluated by:

Lt. C. Childs, #13867
Date:

11119t2009
Assisted by:

Sqt.M.Lehman, D. Silva
Date:
11119t2009

:::::::::::--:::::::::::::::::::::::::::::::::::::::::::::::::::::_::___:::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section.' Additionally, sucñ
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level ! Command Level

n Executive Office Level n Voluntarv Self-lnspection

Lead lnspector's Signature:

rur",^
Follow-up Required:

l-l Yes X ruo

n Follow-up lnspection
Commander's Signature: Date:

11t19t2009

For applicable policies, refer to HPM 1 1 .'1 , Chapter 6,
HPM 40.71 , Chapters 2, 8, and 10, HPM 10.S,

^\apter 2, and HPM 10.3, Chapters 24 and 28.

Note: lf a "No'l or'N/A' box is checked, the "Remarks" section shall be utilized for exolanation.
1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CHp
uniformed employee, regardless of length of
service/detail?

I Yes n ¡lo n N/A Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

X Yes n ¡lo n N/A Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
proiects?

X Yes nruo nrun Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special proiects?

X Yes n ¡¡o ! ru¡n Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

I Yes Xno n ru¡n Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

I Yes ENo n NiA Remarks:

/. ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

I Yes n ¡lo n N/A Remarks:
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STATE OF CALIFORNIA
- _AARTMENT 

OF CALIFORNIA HIGHWAY PATROL

- JMMAND INSPEGTION PROGRAM
INSPEGTION CHECKLIST
Chapter 6
Command Overtime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
employee worked throuqh their lunch break?

X Yes n ¡lo n ruln Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes n ¡lo E ¡r¡n Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

X Yes n ¡lo n ru¡n Remarks:

1 1. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

I Yes n ¡lo Erun Remarks:

12. ls the "Notes" section on side two of the CHP 41S
used to explain any overtime listed on side one of the
CHP 415?

X Yes nruo n N/A Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? ! ves X tto Erun Remarks: 5 instances for 25.65 hours

were noted over 13-pay periods

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

I Yes Xruo n ruln Remarks: 5 lnstances for g hours
paid

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
period?

X Yes nruo n ru¡n Remarks:

16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? X Yes n f,lo n ru¡n Remarks:

17. Are the MARs retained for at least three years and
contain the commander's signature? I Yes n f,lo n ru¡n Remarks:
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State of California

Memorandum

Date:

To:

From:

File No.:

Subject:

Business, Transportation and Housing Agency

November 30,2009

Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL
Oakland Area

370.12322

RESPONSE TO OAKLAND AREA COMMAND OVERTIME INSPECTION
REPORT

This memorandum is intended to serve as the written response to the draft Command Overtime
inspection report for the Oakland Area.

FINDINGS REQUIRING FOLLOW.UP:

Finding I - Agree. Area management and supervisors will continue to monitor employees'
CTO hours to ensure balances are maintained at reasonable levels to avoid the conversion to paid
overtime. A server directory has been created to maintain electronic versions of the current CTO
balances; the directory is accessible by Area managers and supervisors.

Finding 2 -Partially Agree. Oakland Area management does in fact critically review and
approve all shift schedules, "ensuring employees are not incurring overtime due to working over
the allotted number of hours for any given FLSA period." The Oakland Area scheduling
sergeants utilize Excel spreadsheets to track hours during FLSA periods when preparing monthly
assignments. The shift spreadsheets have formulas to calculate the work hours for sergeants and
ofhcers during each FLSA period, so as not to exceed the maximum allowable hours. However,
a thorough review by Area management has revealed that modifications to approved schedules
andlor latelimproper data entries have inadvertently resulted in the identified FLSA
discrepancies. Area management and sergeants will continue to monitor timekeeping records,
schedules, and shift modifications in an effort to avoid employees incurring excess FLSA hours.

This will serve as a final report and no quarterly updates will be necessary. Questions regarding
this response may be directed to Lieutenant B. J. Whitten or me at (510) 450-3821.

CHP 51WP (Rev '11-86) OPI 076
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

Command:

Oakland
Division:

Golden Gate
Chapter:

Chaoter 6
lnspected by:

Lt. Jim Fonseca
Date:

11119t2009

f_r_3li!::::___
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifled defìciencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

Total hours expended on the
inspection:
4.5 hours

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

n Yes X trto

Fonrvard to:

Due Date:

Chapter Inspection:

lnspector's Comments Regarding lnnovative Practices:

None

LCommand Suggest¡ons vement:

None

ln s Findi

Finding #1:#13, Command Overtime, Leave Balance Reports indicated fifteen ('15) instances of CTO
converted to paid overtime over the past twelve months. A total of approximately 165.17
hours of overtime paid out.

Finding #2: #14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months, revealed 185 instances of FLSA discrepancies for a total of 922
(%Iime) overtime hours paid.

Commander's Response: X Concur or n Do Not Concut (Do Not Concur shall document basis for response

Finding #'1: Agree. Oakland Area management routinely monitors the CTO balances of sergeants and
officers. Employees with high balances who regularly accumulate CTO are directed to use an
appropriate amount of CTO to preclude the convers¡on of those hours to paid overtime. However, with
the 12-hour shift alternate work week (A\AA/ú) program, personnel are not allowed to take discretionary
days off except under "extraordinary circumstances." Consequently, supervisors are more reluctant to
grant such requests, without prior knowledge of CTO balances. A server directory has been created to
mainta¡n, by month, electronic versions of CTO balances; the directory ¡s accessible by Area managers,
s )rvisors, and appropriate support staff. Area management and supervisors will continue to monitor
C rO hours to ensure balances are maintained at reasonable levels to avoid incidents in the future.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Oakland
Division:

Golden Gate
Chapter:

Chapter 6
lnspected by:

Lt. Jim Fonseca
uate:

11t19t2009

it3:i 1::::::::::::::::::::::::::::::::::::::::::::::
Finding #2: Partially Agree. Oakland Area management does in fact critically review and approve all
shift schedules, "ensuring employees are not incurring overtime due to working over the allotted number
of hours for any given FLSA period." The Oakland Area scheduling sergeants utilize Excel
spreadsheets to track hours during FLSA periods when preparing monthly assignments. The shift
spreadsheets have formulas to calculate the work hours for sergeants and officers during each FLSA
period, so as not to exceed 170 hours. A thorough review of the identified discrepancies by Area
management has revealed that modifications to approved schedules and/or late/improper data entries
have inadvertently resulted in the FLSA errors.

For example, after every Academy graduation, several newly-appointed officers are assigned to the
Oakland Area, Prior to reporting to their new command, in addition to four regular days off, the new
officers are granted five days off utilizing CTO. Upon their arrival, the new officers' schedules convert
from 8-hour shifts to the 12-hour AWW program for Area road patrol officers. When preparing the new
officers' schedules, the Oakland Area Field Training and Evaluation Program coordinator properly
computes to FLSA hours to avoid incurring any ovedime for working over the allotted number of hours.
However, the Area has discovered that the five CTO days are not always deducted that month from the
new employees' balances and instead are computed as regular work days (at8 % hours), for an extra
2.5 hours during the FLSA period. The CTO balances are usually corrected the following month and
¡nriçss are sent to the employees for any overpayments, but the identified discrepancies still exist on
t. Area's overtime report.

The review identified several other issues, which included officers inadvertently claiming CTO or
vacation instead of scheduled RDOs; officers working on RDOs, especially when their schedules have
been modified to accommodate training; officers not working the one scheduled short day (often seven-
hour day) during the FLSA period; officers working too many hours on their short days (if no vacation is
scheduled for an employee in an FLSA period, the shod day must never be more than seven hours);
and revisions being made to schedules (usually for training) after they have been approved by the
scheduling sergeants and management.

Area management and sergeants will continue to monitor and adjust timekeeping records, schedules,
and shift modifications in an effort to avoid employees incurring FLSA overtime in the future.

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROLI COMMAND INSPECTION PROGRAM
FYCEPTIONS DOCUMENT
l--ge 3of 4

Command:

Oakland
Division:

Golden Gate
Chapter:

Chaoter 6
Inspected by:

Lt. Jim Fonseca
Date:

11t19t2009

Inspector'S Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
FYCEPTIONS DOCUMENT
l--Je4of4

Command:

Oakland
Division:

Golden Gate
Chapter:

Chaoter 6
lnspected by:

Lt. Jim Fonseca
Date:

11t19t2009

Required Action

Corrective Action Plan/Timeline

[l Employee would like to discuss this report with
the reviewer.
(See HPM 9.1 , Chapter I for appeal procedures.)

COMMANDER'S SIGNATURE

/\ --ra
DATE

/2 -1f . .,
¿

INSPECTORS SIGNATURE._,
i /rzuzz,-¿7¡V vÒt

DATE

/z- z?-a I
I r I Reviewer discussed this report with

rmployee
| "trConcur n Oo not concur

DATE

l.-tí-to
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STATE OF CALIFORNIA
Dtr^\RTMENT OF CALIFORNIA HIGI-WAY PATROL(. MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 1 of2

Command:

Oakland
Division:

Golden Gate
Number:

370
Evaluated by:

Lt. Jim Fonseca
Date:

11t19t2009
Assisted by:

Sgt. Steve Perea
SSA J. Manlutac

Date:

11t19t2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level n Command Level ,(-
l-l Executive Office Level l-l Voluntarv Self-lnsoection

Lead lnspector's Signature:

7V-rr*Òr,/774i
Follow-up Required:

JYes XNo
n Follow-up lnspection

s Signature: Date:

11t19t2009

For applicable policies, refer to HPM 1 1 .1 , Chapter 6,
HPM40.71, Chapters 2, 8, and 10, HPM 10.5,
C' -oter 2, and HPM 10.3, Chapters24 and28.

Note: lf a "No" or "NlÆl box is checked. the,'iRemarks" section ;hall be utilized for'explanation
1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes nruo n ru¡n Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emplovee(s) cannot be notified of such cancellation?

X Yes nNo n ru¡n Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
proiects?

X Yes nruo E ru¡n Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Soecial Proiects?

X Yes nNo n ruln Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reqular work shift time?

X Yes ENo fl N/A Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day ofÍ?

X Yes n ¡lo n ¡¡¡n Remarks:

ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes ENo n u¡n Remarks:

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
DE-^1RTMENT OF CALIFORNIA HIGI-IWAY PATROL

L MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emplovee worked throuqh their lunch break?

X Yes nruo n ru¡n Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes fl l,¡o nvn Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

X Yes n ¡lo nvn Remarks:

1 1. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes E t¡o n ruln Remarks:

12. ls the "Notes" section on side two of the CHP 415
used to explain any overtime listed on side one of the
cHP 415?

X Yes n ¡lo nvn Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? n Yes X lrlo nun Remarks: 15 instances of CTO

converted to pald overt¡me Refer to
Exceptions Doc.

'14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act IFLSA) oeriod?

! Yes X tlo n rutn Remarks: 1 85 discrepancies
identified. Refer to Exceptions Doc.

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a24 hour
period?

X Yes E tlo n ruln Remarks:

16. Do the CHP 4'15 total overtime hours agree with the
Monthly Attendance Report (MAR)? X Yes nruo n rr¡tn Remarks:

17. Are the MARs retained for at least three years and
contain the commander's signature? X Yes nruo E ruln Remarks:

Remarks:

CHP 680P (Rev 02-09) OPI 010



STATE OF CALIFORNIA
Dtr^'\RTMENT OF CALIFORNIA HIGI-IWAY PATROL

t MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 1 of 3

uomman0:

Oakland
Division:

Golden Gate
Number:

370
Evaluated by:

Lt. James Fonseca
Date:

11t19t2009
Assisted by:

Sgt. Steve Perea
SSA J. Manlutac

Date:

11t19t2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deflciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level n Command Level

n Executive Office Level [-l Voluntarv Self-lnspection

Lead lnspector's Signature:

¿î /VVa9

Follow-up Required:

l-.1 Yes X No

n Follow-up lnspection
Date:

11t19t2009

For applicable policy, refer to: GO 40.6

N. .¡:.lf a "No" or "N/Ali box is Checked, the "Remarks" section shall nètuifl¿eOfür exolanat¡on
1. lf the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
approoriate assistant commissioner?

X Yes n ¡¡o n ru¡n Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

! Yes n ¡lo X ¡¡In Remarks: Area did not submit
any grant proposals.

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

E ves nNo X ruIn Remarks: GMU

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

X Yes fl r,¡o n ruln Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

n Yes Xruo n ¡r¡n Remarks: Area did not submit
anv qrant proposals.

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparinq conceot oaoer budoets?

X Yes n f'¡o n ¡r¡n Remarks: lnformation
provided bv GMU.

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
Dtr^ARTMENT OF CALIFORNIA HIGI.IWAY PATROL

I MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for allgrant projects
coded as "for local benefit"?

[] Yes ! tlo X tt¡R Remarks: GMU

B. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or desiqnated alternate?

! Yes E tlo X tt¡R Remarks: GMU

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
fu nding agencies coord inated/processed th rou g h
GMU?

n yes nruo X ruIn Remarks: GMU

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exceotion of personnel costs?

! Yes n f,¡o X t't¡R Remarks: GMU

11. Are quarterly progress reports fonryarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

X Yes !ruo n N/A Remarks:

12. Are all requirements of the grant agreement and
MOU being met? X Yes E t'lo n ¡¡ln Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
oroiect?

! Yes n ¡¡o X N/A Remarks: GMU. Does not
apply to Area Operations.

14. Does every invoice associated with a grant funded
project contain the project number and name? n yes nruo X lryR Remarks: GMU

'15. Are all purchases of granffunded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-25?

E Yes E tlo X t'l¡R Remarks: GMU

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
resoective qrant aqreement?

X Yes nruo n ru¡n Remarks:

17 . Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor.

. Applications for federal funds which exceed
the amount specified in the budqet.

! Yes nruo X N/A Remarks: GMU

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
Dtr' CRTMENT OF CALIFORNIA HIGHWAY PATROL

( MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Department of Finance?

n Yes nruo X ruIn Remarks: GMU

19. Has any request for unanticipated federalfunds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

n Yes n f,¡o X ¡yn Remarks: GMU

20. Are grant funds being used for their intended
purpose? X Yes E tlo n u¡n Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the CommercialVehicle Section before they
are submitted to the fundino aoencv?

! Yes ENo XruN Remarks: GMU

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundinq aqencv?

n Yes nruo X NIR Remarks: GMU

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safetv Prooram?

! Yes nruo X ru¡n Remarks: GMU

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

n Yes nruo X ru¡n Remarks: GMU

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the proiect?

E Yes nruo X ruIn Remarks: GMU

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed bv GMU?

n Yes n ¡lo X ru¡n Remarks: GMU
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State of California Business, Transportation and Housing Agency

Memorandum '.';l ì
i)'i,t (-)()il t_)i : : , -,' ç,1 ,_:

' !. '''
Date: December 10,2009 

!'';J) t----' i ; 12:32

To: Golden Gate Division

FTom: DEPARTMENT OF CALIF,ORNIA HIGI{\ryAY PATROL
Castro Valley Area

File No.: 375.13120

Subject: RESPONSE TO DRAFT COMMAND OVERTIME AND AREA GRANT
MANAGEMENT INSPECTION REPORT

This memorandum is intended to serve as the written response to the draft command overtime
and Area grant management inspection report of the Castro Valley Area as required.

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 - Agree. This discrepancy had been addressed and corrected by Area management
prior to this inspection. Processes are currently in place to ensure proper scheduling and
monitoring of FLSA hours to ensure compliance.

Questions regarding this response may be directed to Sergeant Stephen Perea via e-mail at
sperea@chp.ca.gov or by telephone at (510) 581-9028.

L. M. FRANKLIN, Lieutenant
Commander

CHP 51WP (Rev 11€6) OPI 076
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

4e1of 2

Command:

Castro Valley
Area

Division:

Golden Gate
Chapter:

Chapter 6

lnspected by:

Lt. Jim Fonseca
Date:

12t02t2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡vard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

1 Memorandum may be used if additional space is required.

None.

Command Suqqestions for Statewide rovement:

rrOñê.

r's F S

Finding #1: #14, Command Overtime, Work Period Overtime Reconciliation Report WPORR), during
past twelve months, revealed six instances of FLSA discrepancies for a total of 14.75
"112time" hours paid.

Commander's Response: X Concur or n Do Not Concur (Do Not Concur shall document basis for

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA.
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
)ge2of2

Command:

Castro Valley
Area

Div¡sion:

Golden Gate
Chapter:

Chapter 6

lnspected by:

Lt. Jim Fonseca
Date:

12t02t2009

lnspector's CommentS: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

Findings unchanged.

Finding #1 : The Area scheduling sergeant and timekeeper have been made aware of these
discrepancies and processes are in place to ensure proper scheduling. Additionally, the
timekeeper will monitor FLSA hours prior to cut-off to ensure compliance.

ll Employee would like to discuss this report with
the reviewer.
(See HPM 9.1. Chaoter 8 for aooeal orocedures.)

COMMANDER'S SIGNATURE TEDA

t>/./¿r
(-

TNSPECJOR'S STGNATURE

/7-.* aT izvov i)'y',/0,
ver discussed this report with
/ee
r l-l Do not concur

DATE

/t2
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGIjWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Ovedime

Page 1 of2

Command:

Castro Valley
Area

Division:

Golden Gate
N umber:

375

Evaluated by:

Lt. Jim Fonseca
Date:

12t02t2009
Assisted by:

Sqt, M, Otterbv
Date:

12t02t2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level n Command Level

l-l Executive Offìce Level l-l Voluntarv Self-lnsoection

Lead lnspector's Signature:

tþ/7-r-*- ?7 ,/Fzaz

Follow-up Required:

[-lYes XNo
! Follow-up lnspection

Date:

12t02t2009

For applicable policies, refer to HPM I 1 .1 , Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,

^hapter 2, and HPM 10.3, Chapters 24 and 28.

Note: lf a "No' or'N/A' box ís:checked, the lRemarks" sectíon shäll be utíli2ed'for exolanãtion.
1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CH P
uniformed employee, regardless of length of
service/detail?

X ves nNo n ru¡n Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emolovee(s) cannot be notified of such cancellation?

X Yes nruo n Nln Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
oroiects?

X Yes n f.¡o n ¡¡ln Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Proiects?

X Yes nruo n ru¡n Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reqular work shift time?

X Yes nruo n ru¡n Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

X Yes n ¡¡o E r.¡¡n Remarks:

7. ls there a CHP 90, Report of Court Appearance -
CivilAction, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes n r.lo n ruln Remarks:

CHP 680P (Rev 02-09) OPI 010



Page 2of2

STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emplovee worked throuqh their lunch break?

X Yes nruo n ruln Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes nNo nrun Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

X Yes fl tlo n ru¡n Remarks:

'1 1. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes n f.¡o n ru¡n Remarks:

12. ls the "Notes" section on side two of the CHP 415
used to explain any overtime listed on side one of the
cHP 415?

X Yes n ¡lo n ruln Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? X Yes nNo n ru¡n Remarks:

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

n Yes X rr,¡o n ru¡n Remarks: Six discrepancies
identified. Refer to Exceptions Form.

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
oeriod?

X Yes n r,lo nvn Remarks:

16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? X Yes n f'¡o n ru¡n Remarks:

17. Are the MARs retained for at least three years and
contain the commander's signature? X Yes nuo n uln Remarks:

Remarks:

CHP 680P (Rev 02-09) OPI 010



STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGI.IWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 1 of 3

Command:

Castro Valley
Area

Division:

Golden Gate
Number:

375

Evaluated by:

Lt. Jim Fonseca
Date:

12t02t2009
0 0y:

Steve Perea
Date:

12t0212009Sst.

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) t?ken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level flCommand Level

l-l Executive Office Level l-l Voluntarv Self-lnsoection

b,Í / 7 VoZ

Lead lnspector's S¡gnature:

-'-'r 
al./z

Follow-up Required:

l-l Yes X No

n Follow-up lnspection
ommander's Signature: uale:

12t02t2009

For applicable policy, refer to: GO 40.6

1. lf the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffìc safety goals clearly within the jurisdiction of
the Department, did the commander notify the
aoorooriate assistant commissioner?

X Yes fl I'lo n ¡¡¡n Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

n Yes n f,lo X ru¡n Remarks: Area did not submit
any grant proposals.

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

E Yes nruo X ruIR Remarks: GMU

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbu rsable overtime exoend itures?

X Yes nruo fl N/A Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

n Yes X rrlo L] N/A Remarks: Area did not submit
anv orant proposals.

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparinq concept paper budqets?

X Yes nruo E N¡n Remarks: lnformation
orovided bv GMU.
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

! Yes fl tto Xrun Remarks: GMU

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director. or desiqnated alternate?

n Yes nruo X ru¡n Remarks: GMU

L Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

n Yes n ¡lo X N/A Remarks. GMU

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of oersonnel costs?

n Yes nruo X N/A Remarks: GMU

11. Are quarterly progress reports fonruarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

X Yes nno nrun Remarks:

12. Are all requirements of the grant agreement and
MOU being met? X Yes nruo fl N/A Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
oroiect?

n Yes n r,¡o X N¡n Remarks: GMU. Does not
apply to Area Operations.

14. Does every invoice associated with a grant funded
project contain the project number and name? n Yes n ¡lo X N/A Remarks: GMU

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Reoort, Form OTS-25?

n Yes nNo X rrl¡n Remarks: GMU

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

X Yes nruo nrun Remarks: Radar Trailer âfìd
Child Safetv Seat equipment.

17. Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor.

. Applications for federal funds which exceed
the amount specified in the budqet,

n Yes nruo X ru¡n Remarks: GMU
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Department of Finance?

E Yes nruo Xrun Remarks: GMU

19. Has any request for unanticipated federalfunds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

E Yes nNo X ruIn Remarks: GMU

20. Are grant funds being used for their intended
purpose? X Yes nruo nrun Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the CommercialVehicle Section before they
are submitted to the fundinq aqencv?

n Yes n f,lo X rrllR Remarks: GMU

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundinq aoencv?

n Yes ENo X ruIn Remarks: GMU

23. Has GMU prepared an annual Management
Memorandum to be disseminated to allcommanders
soliciting participation in the Department's Highway
Safetv Proqram?

n Yes nNo X N/A Remarks: GMU

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

n Yes n ¡¡o X tt¡R Remarks: GMU

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the proiect?

n Yes nruo X ruIn Remarks: GMU

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed bv GMU?

n Yes nruo Xrun Remarks: GMU
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State of California

Memorandum

Date: December 13, 2009

To: Golden Gate Division

Business, Transportation and Housing Agency

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Dublin Area

File No.. 390.11767

Subject: RESPONSE TO COMMAND GRANT MANAGEMENT INSPECTION
REPORT

This memorandum is intended to serve as the written response to the Command Grant
Management inspection repoft of Dublin Area, as required.

FINDINGS REQUIRING FOLLOW.UP:

Finding 1 - Agree. The Area will provide training to the officers and sergeants
regarding the importance of monitoring CTO balances and accruing balances in excess
of the bargaining unit agreements, resulting in paid overtime. Additionally, Area will
take additional proactive steps in requiring employees to utilize CTO hours to ensure
they do not exceed the maximum allowable accrual.

Finding 2 - Agree. The Area will provide training to the officers and sergeants
regarding FLSA hours and the importance of staying within the boundaries of hours
worked each FLSA period. The supervisors will ensure that the posted monthly
schedule reflects the correct number of hours and the schedules are not modified
causing an overage of work hours during the FLSA period. Management will continually
monitor the WPORR to ensure compliance.

Questions regarding this response may be directed to Lieutenant Lorraine Krolosky via
e-mail at lkroloskv@chp.ca.qov or by telephone at (925) 828-0466.

M. M. MUELLER, Captain
Area Commander

CHP 5lWP (Rev '11€6) OPI 076
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Dublin Area
Division:

Golden Gate
Chapter:

Chapter 6
lnspected by:

Lt. Jim Fonseca
Date:

12t0212009

:]s::Ii?::::::: ::::::::::::::::::::::__:::::::::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

TYPE OF INSPECTION

n Division Level X Command Level

I Executive Office Level

Total hours expended on the
inspection:
3 hours

T

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

! Yes X trto

Forward to:

Due Date:

Chaoter lnsoection:

lnsoector's Comments Reqardinq lnnovative Practices.

None.

Command S estions for Statewide lm ment:

Jone.

ln s Findi

Finding #1'.#13, Command Overlime. Leave Balance Reporls indicated two (2) instances of CTO
convefted to paid oveftime over the past twelve months. A total of approximately 9.56 hours

of overtime paid out.

Finding #2'.#14, Command Overtime, Work Period Overlime Reconciliation Repod (WPORR), during
past twelve months, revealed twenty-nine instances of FLSA discrepancies for a total of
111"112 time" hours paid,

Commander's Response: X Concur or I Do Not Concur (Do Not Concur shall document basis for response

lnspector's Commentst Shall address non concurrence bycommander(e.9., findings revised, findings unchanged,

UI.U.

;indings unchanged.
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STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Dublin Area
Div¡sion:

Golden Gate
Chapter:

Chapter 6
lnspected by:

Lt. Jim Fonseca
Date:

12t02t2009

'age 2 of 2

Required Action

Corrective Action PIan/Timeline

Finding #l:
The Area will provide training to the officers and sergeants regarding the importance of monitoring CTO
balances and accruing balances in excess of the bargaining unit agreements, resulting in paid oveftime.
Additionally, Area will take additional proactive steps in requiring employees to utilize CTO hours to
ensure they do not exceed the maximum allowable accrual.

Finding #2:
FLSA hours and the imporlance of staying within the boundaries of hours worked each FLSA period.
Management will continually monitor the WPORR reporl. The sergeants will ensure that the posted

. monthly schedule reflects the correct number of work hours and that the schedule is not changed
causing an overage of work hoursforthe FLSAperiod. Sergeants have also been cautioned regarding
+he change in days off and ensuring officers are utilizing a seven hourdaywhen scheduled.

L__J Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures )

COMMANDER'S SIGNATU,RE
\tlr-;-- )--/\-

DATE

,>-lérf a\
( .c /7ua9

Reviewer discussed this report with
employee I
Concur f Oo not concur

DATE

t/t*/z-a d
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

-OMMAND INSPECTION PROGRAM

'I./SPECTION 
CHECKLIST

Chapter 6
Command Grant Management

Page 1 of 3

Command:

Dublin Area
Division:

Golden Gate
Number:

390
Evaluated by:

Lt. Jim Fonseca
Date:

12tO2t2009
Assisted by:

Sgt. Steve Perea
Date:

12t0212009

INSTRUCTIONS. Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspeciions shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level t Command Level

I Executive Office Level ¡ Voluntary Self-lnspection

Lead lnspector's Srgnature:

¿r- t vço9

Follow-up Required:

tl Yes X No

I Follow-up lnspection

lommander's Signature: Date:

12t02t2009

For applicable policy, refer to: GO 40.6

.rte: lf a "No" or "N/4":box is.checked, the "Remar,ks" section:shall be utilized for'explanation.
1. lf the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
aoorooriate assistant commissioner?

X Yes fNo r NiA Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
imolementations?

¡ YeS f- No X ¡IIR Remarks: Area did not submit
any grant proposals.

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

t YeS li No X rrun Remarks: GMU

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expend itu res?

X Yes INo f N/A Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

l- Yes Xruo L N/A Remarks: Area did not submit
anv orant orooosals.

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparinq concept paper budqets?

X Yes ¡No L N/A Remarks: lnformation
provided bv GMU.
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Page 2 of 3

STAÏE OF CALIFORNIA
DEPARTMENI OF CALIFORNIA HIGHWAY PATROL

-OMMAND INSPECTION PROGRAM
.,.¡SPECTION CHECKLIST
Chapter 6
Command Grant Management

7 . ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

L YES LNO X N/A Remarks: GMU

8. Were all copies of the grant project agreemenis,
revisions, and claim invoices signed by the Project
Director. or desio nated alternate?

f.., Yes tNo X NIn Remarks: GMU

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
fu nding agencies coordinated/processed throug h

GMU?

f YeS tNo X ¡rrn Remarks: GMU

10. Are all expenditures of grant funds approved by GMU
prior io entering into any obligations, with the
exception of personnel costs?

fr Yes fNo X ¡yn Remarks: GMU

'1 1. Are quarierly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

X Yes fNo L N/A Remarks:

12. Are all requirements of the grant agreement and
MOU being met? X Yes fNo I N/A Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant

f YeS LNO X Nrn Remarks: GMU. Does not
apply to Area Operations.

'14. Does every invoice associated with a grant funded
project contain the project number and name? L YES tNo X ruIn Remarks. GMU

'15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-25?

L YeS LNO X ruIn Remarks. GMU

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
resoective orant aoreement?

X Yes fNo r N/A Remarks: Radar Trailer.

17 . Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following.

. Applications for federal funds which are not
included in the budget approved by the
Governor.

. Applications for federal funds which exceed
the amount specified in the budqet.

I YES t. No X ruIR Remarks: GMU
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STATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORN IA HIGHWAY PATROL

-pMMAND TNSPECTTON PROGRAM
.,.¡SPECTION CHECKLIST
Chapter 6
Command Grant Management

Remarks: GMU
18: ls a federal Standard Form 424, Application for

FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant

t of Finance?
19. Has any request for unanticipated federal funds met

the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

Remarks: GMU

20. Are grant funds being used for their intended
purpose?

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the CommercialVehicle Section before they
are submitted to the

Remarks: GMU

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fund

Remarks. GMU

Remarks: GMU

Remarks: GMU
24. Did GMU send the concept paper as an attachment

to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the

Remarks: GMU

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command oreoared and distributed bv GMU?

Remarks: GMU

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Sa
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

-OMMAND INSPECTION PROGRAM
,I.ISPECTION CHECKLIST
Chapter 6
Command Overtime

Page 1 of 2

Command:

Dublin Are
Division:

Golden Gate
Number:

390
Evaluated by:

Lt. Jim Fonseca
Date:

12t02t2009
Assisted by:

Sgt. Steve Perea
Sqt. M. Otterbv

Date:

12t02t2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or correciive action(s) taken. lf this form is used as a Follow'up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

ÏYPE OF INSPECTION

X Division Level f Command Level

¡ Executive Office Level f Voluntarv Self-lnsoection

Lead lnspector's Signature:

r4 ¿l /77oV

Follow-up Required.

!Yes XNo
I Follow-up lnspection

Eommander's Signature:

-hl'-'-)-rL
Date:

12t02t2009

For applicable policies, refer to HPM 1 1 .'1 , Chapter 6,
HPM 40.71 , Chapters 2, 8, and 10, HPM 10.5,
thapter 2, and HPM 10.3, Chapters 24 and 28.

Note: lf-a "No";orf'N/4" box is checked. the."Remarks":section shall be'utilized for
1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes tNo f N/A Remarks:

2. ls a minimum of four hours oveftime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emplovee(s) cannot be notified of such cancellation?

X Yes fNo r N/A Remarks:

3 Are reimbursable special project codes being used
for all overtime associated with reimbursable special
oroiects?

X Yes LNO t N/A Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Proiects?

X Yes f_ No L NiA Remarks:

5. ls the commander ensuring non-reimbursable
oveftime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reoular work shift time?

X Yes lNo I] N/A Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a reoular dav off?

X Yes t- No r N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

^OMMAND INSPECTION PROGRAM
..{SPECTION CHECKLIST
Chapter 6
Command Ovedime

7. ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes fNo f N/A Remarks:

B. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emÞlovee worked throuoh their lunch break?

X Yes fNo . NiA Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes fNo tr NiA Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headouarters?

X Yes tNo tr N/A Remarks:

1 1. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X yes LNo ri N/A Remarks:

12. ls the "Notes" section on side two of the CHP 415
used to explain any oveftime listed on side one of the
CHP 415?

X Yes {]No t, N/A Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? L YES X tlo L N/A Remarks: Two ¡nstances of CTO

converted to paid overtime in past 12
months. Refer to ExceDtions form

'14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act IFLSA) oeriod?

t YeS X t'lo I NiA Remarks: Twenty-n ine discrepancies
identified in past 12 months Refer to
Exceptions Form.

'15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than '16.5 hours in a24 hour
period?

X Yes !No L N/A Remarks

16. Do the CHP 4l5tolal overtime hours agree with the
Monthly Attendance Reporl (MAR)? X Yes !No f N/A Remarks:

17 Are the MARs retained for at least three years and
contain the commander's signature? X Yes tNo L N/A Remarks:

Remarks:
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State of California

Memorandu

Date:

To:

From:

File No.:

Subject:

Business, Transportation and Housing Agency

i:\rtt)
I i.J i/0ijl) i Ì

¿UUJ ûi.. l¡
', 9lJr.:i ,

3; Zu
November 24,2009

Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGH\ryAY PATROL
Mission Grade Inspection Facility

391 . I 3306

CHAPTER 6

On November 24,2009, Golden Gate Division conducted a Chapter 6 audit of the Mission Grade

Inspection Facility. Attached are the Command Inspection Program, Inspection Checklists and

Exceptions Documents for the Chapter 6 audit, as required per FIPM 22.1, Command Inspection

Program Manual. There were no discrepancies found during the Chapter 6 audit. Should you

any questions,þþase contact me at (925) 862-2223.

K. J. PILON, Lieutenant
Commander

Attachments

CHP 51WP (Rev l'1-86) OPI 076

SaÍety, Service, and Security



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT
agelof2

Mission Grade
lnso. Facilitv

Divis¡on:

Golden Gate
Chapter:

Chapter 6

lnspected by:

Lt. Jim Fonseca
Date:

11t24t2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans. A CHP 5'1 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

I Executive Office Level

Total hours expended on the
inspection:
2 hours

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

I Yes X trlo

Forward to:

Due Date:

Chapter lnspection:

lnspector's Comments Reqardinq lnnovative Practices:

None.

L@rStatewidelmprovement: I

r\one.

lns r's Findinos:

There were no d¡screpanc¡es found in the areas of Overtime and Grant Management.

Commander's Response: X Concur or n Do Not Concur (Do Not Concur shall document basis for response)

I concur with the lnspector's findings. The Mission Grade lnspection Facility will continue to manage
Or.¿ertime and Grant Management consistent with departmental policy and procedure.

lnspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc

None

CHP 6804 (Rev 02-09) OPI 010



SÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT
rge2of2

Command:

Mission Grade
lnso. Facilitv

Division:

Golden Gate
Chapter:

Chapter 6

lnspected by:

Lt. Jim Fonseca
Date:

11t24t2009

Required Action

Corrective Action Plan/Timeline

No corrective action needed. No discrepancies found.

Employee would like to discuss this report with
the reviewer

HPM 9.1, Chapter 8 for apoeal procedures.

/zøzø./t
D

7
eviewer discussed this report with

employee

CHP 680A (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
FEPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Ovedime

Page 1 of 2

Command:

Mission Grade
lnso. Facilitv

Division:

Golden Gate
Number:

39'1

Evaluated by:

Lt. Jim Fonseca
Date:

11t24t2009
Assisted by;

Sqt. Steve Perea
Date:

11t24t2009

::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level n Command Level

E Executive Office Level [ ]Voluntarv Self-lr

Lead lnspector's Signature:

-/2**'
L7 t?-7 z

Follow-up Required:

l-l Yes X No

! Follow-up lnspection
Date:

11t24t2009

For applicable policies, refer to HPM 1 1 .'1 , Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM'10.5,
^hapter 2, and HPM 10.3, Chapters 24 and 28.

--->

Note: lf a "No" or "N/A" box is checked, the "Remarks" section shall be utilized for explanation
1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes I t'lo E ru¡n Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
empiovee(s) cannot be nctified of such cancellation?

X Yes INo tr ru¡n Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
oroiects?

X Yes nruo E ruln Remarks:

4. ls the commander ensuring nonuniformed personnel
ovedime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Proiects?

X Yes trNo Ivn Remarks:

5 ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reqular work shift time?

X Yes E l.lo E ru¡n Remarks:

6 ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a reoular dav off?

X Yes E l,lo n ru¡n Remarks:

7. ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes ENo n ruln Remarks:

CHP 6B0P (Rev 02-09) OPI 010



Page 2of2

STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

.)MMAND INSPECT¡ON PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

B. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emplovee worked throuqh their lunch break?

X Yes nNo n ru¡n Remarks:

L Did the supervisor sign the CHP 4'15s approving the
overtime? X Yes nno E r.¡¡n Remarks:

'10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

X Yes nNo n ru¡n Remarks:

11. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes Eruo I ruln Remarks:

12. ls the "Notes" section on side two of the CHP 415
used to explain any overtime listed on side one of the
CHP 415?

X Yes nno n N/A Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? X Yes fruo Xvn Remarks:

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act IFLSA) oeriod?

X Yes nruo n ¡r¡n Remarks:

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in

them working more than 1 6.5 hours in a 24 hour
oeriod?

X Yes n ¡¡o n ru¡n Remarks:

16. Do the CHP 415 totalovertime hours agree with the
Monthly Attendance Report (MAR)? X Yes n ¡lo n ru¡n Remarks:

17 . Are the lVlARs retained for at least three years and
contain the commander's signature? X Yes E tto n ruln Remarks:

Remarks:

CHP 680P (Rev 02-09) OPI 010



STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 1 of 3

Command:

Mission Grade
lnso. Facilitv

Div¡s¡on:

Golden Gate
Number:

391

Evaluated by:

Lt. Jim Fonseca
Date:

11t2412009
Assisted by:

Sgt. Steve Perea
Date:

11t24t2009

INSTRUCTIONS: Answerindividual itemswith"Yes"or"No"answers,orfìll intheblanksasindicated. Anydiscrepancieswithpolicy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level n Command Level

[-l Executive Office Level l-l Voluntarv Self-lnspection

Lead lnspector's Signature:

/-/: /7Va9

Follow-up Required:

l-.1 Yes X No

I Follow-up lnspection
(/ s Signature: Date:

11t24t2009

For applicable policy, refer to: GO 40.6

-E

,te: lf a "No" or "N/4" box is checked, the "Remarks" section shall be utilized for explanation
1. lf the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
aoorooriate assista nt commissioner?

X Yes Eruo E ru¡n Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering stucjies, system development or program
imolementations?

! Yes X t'lo X ruIn Remarks: Area did not submit
any grant proposals

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

X Yes ENo X tr¡lR Remarks: Completed through
CVS.

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reim bu rsable overtime expend itures?

X Yes nno n N¡n Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

E Yes X tlo ! N¡n Remarks: Area did not submit
anv qrant proposals.

con bu

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when

E

X Yes E tto fl N/A Remarks: lnformation
orovided bv GMU and CVS.

CHP 6B0P (Rev 02-09) OPI ol0
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STATE OF CALIFORNIA
N-PARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

! Yes trruo X ru¡R Remarks: GMU or CVS

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director. or desiqnated alternate?

n Yes trNo X ru¡n Remarks: GMU or CVS

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
fu nd ing agencies coordinated/processed th rough
GMU?

I Yes n ¡lo X N/A Remarks: GMU or CVS

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

E Yes nruo X ru¡n Remarks: GMU or CVS

11. Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

X Yes E t'lo n ru¡n Remarks:

12. Are all requirements of the grant agreement and
MOU being met? X Yes nruo n ruln Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
proiect?

X Yes INo tr ruln Remarks: Routed through
GGD to CVS

14 Does every invoice associated with a grant funded
project contain the project number and name? tr Yes ENo X x¡R Remarks: GMU or CVS

15 Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report. Form OTS-25?

I Yes Iruo X ruIn Remarks: GMU or CVS

16 Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective q rant aqreement?

X Yes ENo X tryR Remarks: No equipment.

17 . Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Depaftment of Finance and/or the
Governor's office prior to submission to the
appropriate federa I authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor.

. Applications for federal funds which exceed
the amount soecified in the budoet.

! Yes ENo X N¡n Remarks: GMU or CVS

CHP 680P (Rev 02-09) OPI 010



Page 3 of 3

STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18 ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Deoartment of Finance?

! Yes n ¡lo XvR Remarks: GMU or CVS

19. Has any request for unanticipated federalfunds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

tr Yes fNo X N/A Remarks: GMU or CVS

20 Are grant funds being used for their intended
purpose? X Yes fì tlo X ru¡n Remarks:

21 Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the CommercialVehicle Section before they
are submitted to the fundino aoencv?

n ves nruo X ruIn Remarks: Completed by
GMU or CVS.

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundino aoencv?

X Yes n f.¡o X ¡I¡R Remarks: GMU

Questions 23 throuqh 26 pertain to the Grants Manaqement Unit
23 Has GMU prepared an annual Management

Memorandum to be disseminated to allcommanders
soliciting participation in the Department's Highway
Safetv Prooram?

! Yes n ¡¡o X NiR Remarks: GMU

24 Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

E Yes n ¡lo X ruIR Remarks: GMU

25. D¡d GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the proiect?

[] Yes X trlo X ¡I¡R Remarks: GMU

26. \,l/as a Memorandum of Understancjing between
involved commands outlining the responsibilities of
each command preoared and distributed bv GMU?

I Yes nNo X N/A Remarks: GMU
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State of California

Memorandum

Date:

To:

From:

File No.:

Subject:

Business, Transportation and Housing Agency

December 28,2009

Office of Inspections

DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL
Golden Gate Division Special Services Unit

3 16. I 1485. 11327 .301

RESPONSE TO GOLDEN GATE DIVISION SPECIAL SERVICES
COMMAND CHAPTER 6 COMMAND GRANT MANAGEMENT AND
COMMAND OVERTIME INSPECTION

This memorandum is intended to serve as the written response to the Chapter 6 Command Grant
Management and Command Overtime inspection report of the Golden Gate Division Special
Services Command as required.

FINDINGS REOUIRING FOLLOW-UP:

Finding I - Agree. Golden Gate Division Special Service Command has scheduled a Unit
Managers and Supervisors meeting in January 2010. During this meeting training and review on
Highway Patrol Manuel (HPM) 22.7, Command Inspection Program Manuel, and HPM 10.3,
Personnel Transactions Manuel, Chapter 24, Ovefüme. During the review all staff will be

reminded of the provision contained within the Unit 5 Memorandum of Understanding
concerning the ability to burn down Compensatory Time Off.

Finding 2 - A,gree. Golden Gate Division Special Service Command has scheduled a Unit
Managers and Supervisors meeting in January 2010. During this meeting training and review on
Highway Patrol Manuel (HPM) 22.l,Command Inspection Program Manuel, and HPM 10.3,
Personnel Transactions Manuel, Chapter 24, Overtime and Chapter 28, Attendance Reporting.
During the review all staff will be reminded of the importance of monitor Regular Days Off
within each FLSA period.

Finding 3 - Agree. Golden Gate Division Special Service Command has implemented a

suspense system to address the Commanders signature on all MARs reports as required by
policy. Additionally, the Commander and the Office Technician responsible for the time
keeping has reviewed Highway Patrol Manuel (HPM) 22.l,Command Inspection Program
Manuel and HPM 10.3, Personnel Transactions Manuel, Chapter 28, Attendance Reporting. It
should be noted the Investigative Services Unit and the Special Operations Unit under the
Special Services Command had all the necessary MARs reports which were signed by the
respective Lieutenants of those units confirming the accounting as required by policy.

CHP 51WP (Rev 1 1-86) OPI 076
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Golden Gate Division
Page2
October 26,2009

Questions regarding this response may be directed to Lieutenant Lum via e-mail at
.ca.gov or by telephone at (707) 648-4180.

. A. OLIVER, Captarn
Commander

Office of the Assistant Commissioner, Field
Golden Gate Division



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
FYCEPTIONS DOCUMENT

Command:

Soecial Svcs
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C.M. Childs, #13867
Date:
12t1t09

l--ge1of3
::::::::::::::::::::::::::::::::::::::::

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed defìciencies, corrective action plans. A CHP 51 Memorandum may be used if additional spa!;e is required.

TYPE OF INSPECTION

X Division Level n Command Level

n Executive Office Level

Total hours expended on the
inspection:

11.0

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

l-l Yes X ruo

Fonruard to:

Due Date:

Chapter lnspection:

lnspector's Comments Reqardinq lnnovative Practices:

Command stions for Statewide I

I ector's Findinqs:

During the inspection, the following discrepancies were noted:

- Finding #1 (question #13, Command Overtime): 6 instances of CTO excess were noted, resulting
in 17.93 hours paid at overtime rate

- Finding #2 (question#14, Command Overtime): 23 instances FLSA overages were noted,
resulting in 196 hours paid at half time

- Finding #3 (question #17, Command Overtime): None of the MARs were signed during the prior
12 months

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FYCEPTIONS DOCUMENT

Command:

Special Svcs
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C.M. Childs, #13867
Date:
'tzt1t09

l' -ge 2 o'f 3
=:::::::::

Commander's Response: X Concur or ¡ Do Not ConcuI (Do Not Concur shall document basis for response

The Command has implemented a suspense system to address the Commanders signature on all
MARs reports. Additionally, training will be provided to all supervisors and officers so as to alleviate
FLSA overage payments, during the training CTO balances will be discussed and those employees at
the current cap will be scheduled to utilize the appropriate hours. The CTO balances will be monitored
and adjusted on a monthly basis so as to not exceed the cap.

lnspector's Comments: Shalladdress non concurrence bycommander(e.9., findings revised, findings unchanged,
-'^.)

Required Action

Corrective Action Plan/Timeline

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT
t-ge3of3

Command:

Special Svcs
Division:

Golden Gate
Chapter:

6
lnspected by:

Lt. C.M. Childs, #13867
Date:
12t1t09

ll Employee would like to discuss this report with
the reviewer.
(See HPM 9,1 , Chapter I for aooeal procedures.)

coM 
F¿L

DATE

tz'z) -ô?
I

DATE

¡zlulaJ
él Reviewer discussed this report with

pmployee
ßl concur n oo not concur )

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DT-qRTMENT OF CALIFORNIA HIGFIWAY PATROL

L MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 1 of 3

Command:

Special Svcs
D¡v¡sion:
Golden Gate

Number:

Evaluated by:

Lt. C. M. Childs, #13867
Date:

12t1t09
Ass¡sted by:

Sgt. M. Lehman, D. Silva
Date:
12t1t09

::::::::::::::::::::::--
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level n Command Level

l-l Executive Office Level l-ì Voluntarv Self-lnsoection

Lead lnspector's Signature:

W
Follow-up Required:

l-l Yes X l,lo

n Follow-up lnspection

Date:

12t1t09

For applicable policy, refer to: GO 40.6
/

I ¡: lf a "No" or "N/An box is checked, the "Remarks" section shall be utilized for explanation.
1. lf the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

X Yes n ¡lo fl N/A Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

X Yes nNo n rrlln Remarks:

3 Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

X Yes E tlo E ruln Remarks:

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime exoenditures?

X Yes E l'¡o n ru¡n Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

X Yes fl l,¡o fl N/A Remarks:

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
oreoarinq conceot oaoer budoets?

X Yes n ¡lo L] N/A Remarks:
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Page 2of3

STATE OF CALIFORNIA
D-'qRTMENÏ OF CALIFORNIA HIGI-{WAY PATROL

r ,MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
- acceptance (of the work, goods, or services provided

by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

X Yes nruo n ruln Remarks:

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or desiqnated alternate?

X Yes E l,lo n ruln Remarks:

9 Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

X Yes n ¡lo n ¡¡ln Remarks:

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exceotion of oersonnel costs?

I Yes n ¡¡o n ru¡n Remarks:

11. Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

X Yes nruo fl ¡¡¡n Remarks:

12. Are all requirements of the grant agreement and
IVIOU being met? X Yes Eruo l-l ru¡R Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
proiect?

X Yes n ¡lo n ¡¡ln Remarks:

14. Does every invoice associated with a grant funded
project contain the project number and name? X Yes !ruo ! ru¡n Remarks:

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-25?

X Yes n ¡¡o n ruln Remarks:

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective qrant aqreement?

X Yes Eruo n rr¡tn Remarks:

17 . Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor.

r Applications for federal funds which exceed
the amount specified in the budqet.

n Yes nruo X rrl¡n Remarks: GMU related question

CHP 680P (Rev 02-09) OPI 010



Page 3 of 3

STATE OF CALIFORNIA
fI-.ARTMENT OF CALIFORNIA HIGI-IWAY PATROL

\ ,,MMAND INSPEcTIoN PRoGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Department of Finance?

n Yes nruo Xvn Remarks: GMU related question

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budqet Act?

n Yes nruo X ruln Remarks: GMU related question

20. Are grant funds being used for their intended
purpose? I ves nruo n ruln Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the CommercialVehicle Section before they
are submitted to the fundino aoencv?

! Yes nNo Xvn Remarks: GMU related question

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundino aoencv?

E yes nruo X ru¡n Remarks: GMU related question

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department's Highway
Safetv Prooram?

n Yes nruo Xrun Remarks: GMU related question

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

n Yes nruo X ruln Remarks: GMU related question

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the oroiect?

! Yes n f,¡o x N/A Remarks: GMU related question

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed bv GMU?

E Yes n f'¡o X ru¡n Remarks: GMU related question
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STATE OF CALIFORNIA
DT-ARTMENT OF CALIFORNIA HIGHWAY PATROL

T MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 1 of 2

uomman0:

Special Svcs
Division:
Golden Gate

Number:

Evaluated by:

Lt. C.M. Childs. #13867
Date:

12t1t09
Assisted by:

Sqt. M. Lehman. D. Silva
Date:
1211t09

ññ;;;-; ;;;;ñ","lt";,ñv";;;:ñ;,*",.,, orrìr in the branks as indicated Any discrepancies with poricy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Fudhermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

ÏYPE OF INSPECTION

X Division Level n Command Level

l-l Executive Office Level l-l Voluntarv Self-lnsoection

Lead lnspector's Signature:

W
Follow-up Required:

l-l Yes X tllo

fl Follow-up lnspection //' ,-.,4/ -4n,{
,',/,*z :t <-/ / / *'11--ot---l-z- -

Date:

1211109

For applicable policies, refer to HPM I 1.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
ç".pter 2, and HPM 10.3, Chapters 24 and 28.

Note: lf a "No" or "N/An box is checked, the "Rêmárks" section shall be utilized for explanation.
1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

I ves n ¡lo n ruln Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
emplovee(s) cannot be notified of such cancellation?

I ves n f'¡o fl N/A Remarks:

3 Are reimbursable special project codes being used
for all overtime associated with reimbursable special
proiects?

X Yes n ¡¡o fl N/A Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Proiects?

X Yes I f,lo n ru¡n Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reqular work shift time?

X Yes n ¡¡o E ruln Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for oveftlme worked on
a regular day olf?

X Yes n ¡¡o fl rurn Remarks:

' ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

flYes n r,lo n ru¡n Remarks:
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STATE OF CALIFORNIA
DT^qRTMENT OF CALIFORNIA HIGHWAY PATROL

L - MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
emplovee worked throuoh their lunch break?

X Yes !No n ru¡n Remarks:

9. Did the supervisor sign the CHP 4l5s approving the
overtime? X Yes E trlo n ¡¡n Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

I Yes n ¡lo n rutn Remarks:

1 1. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes ! l,to n ru¡n Remarks:

12, ls the "Notes" section on side two of the CHP 415
used to explain any overtime listed on side one of the
cHP 415?

I Yes n ¡lo n uln Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? n Yes x l,,lo n ruln

Remarks: inspection revealed 6
instances resulting in'17.93 hours
paid as overtime

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

! Yes Xruo n ru¡n Remarks: inspection revealed 23
instances resulting in 196 hours paid
at half time

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a24hour
period?

X Yes n ¡¡o n ruln Remarks:

16. Do the CHP 415 totalovertime hours agree with the
Monthly Attendance Report (MAR)? I ves nruo n ru¡n Remarks:

17 . Are the MARs retained for at least three years and
contain the commander's signature? n Yes fl ruo n N/A Remarks: None of the MARs were

signed by command staff for the prior
12 months
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State of California

Memorandum

Date:

To:

From:

File No.:

Subject:

Business, Transportation and Housing Agency

December 28,2009

Golden Gate Division

DEPARTMENT OF CALTTONXTA HIGII\ryAY PATROL
Golden Gate Communications Center

3 1 8.140s8

COMMAND INSPECTION PROGRAM - CHAPTER 6

On December 11, 2009, Golden Gate Division inspected the Golden Gate Communications
Center concerning "Command Grant Management," and "Command Overtime." The inspection
team documented no discrepancies. I concur with their findings.

If you have any questions conceming this memorandum, please contact me directly at
(707)ss1-4181.

CHP 51WP (Rev 11€6) OPI 076
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT

Command:

GGCC
Division:

Golden Gate
Chapter:

318
lnspected by:

Lt. Leslie Lazo, #10424
Date:

12t11il2009

:1s::Ii 3::::::::::::::::::::::::::::::::::::::: ::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

1 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

X Division Level n Command Level

n Executive Office Level

Total hours expended on the
inspection:

3 hours

n Corrective Action Plan lncluded

n Attachments lncluded

Follow-up Required:

[-l Yes X ruo

Forward to: GGD

Due Date: 1213012009

Chapter Inspection:

lnspector's Comments Regarding Innovative Practices:

The Golden Gate Division Communications Center has adopted a proactive approach to maintaining
compliance to the Command lnspection Program. The Command has designated a manager to oversee

ues related to inspections. Additionally, this manger conducts unannounced inspections weekly and
provides the results to the Commander. Any discrepancies are mitigated immediately to avoid long term
repercussions.

Command tions for Statewide lmprovement:

None

s Find

No discrepancies

Commander's Response: X Concur or n Do Not Concur (Do Not concur shalldocument basis for response
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT

Command:

GGCC
Division:

Golden Gate
L;naptef:

318
lnspected by:

Lt. Leslie Lazo.#10424
Date:

12111il2009

lnspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

The Commander and his staff were very open to this inspection and provided all the required
papenruork needed to conduct an accurate inspection. The friendly and professional reception the
team received allowed for a smooth and efficient evaluation. The Command's proactive efforts
were key to the flawless outcome of this inspection.

Required Action

Corrective Action Plan/Timeline

None

L_l Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.)

DATE

lL -tt -o?
INSPECTOR IGNATURE I

Zg-2,-/t-
DATE

/z-t'/ cî
( Reviewer discussed this report with

ployee
ncur E oo not concur

DATE

/o/, o/zot o
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STATE OF CALIFORNIA
^EPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 1 of3

Command:

GGCC
Division:

Golden Gate
Number:

318
Evaluated by:

Lt. Leslie Lazo, #10424
Date:

12t11il2009
Assisted by:

SSA Jeri Tilson. #41 1856
Date:

12t11il2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level ! Command Level

n Executive Office Level ! Voluntarv Self-lnspection
Follow-up Required:

I Yes X ¡¡o

n Follow-up lnspection
Date:

12t11il2009

For applicable policy, refer to: GO 40.6

v

,te: lÍ a "No" or "N/4" box is checked, the "Remarks" section shall be utilized for explanation
1. lf the commander became aware that another

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commíssioner?

n yes n ¡lo Erun Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
imolementations?

n Yes Eruo Xrun Remarks:

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

n Yes nruo Xrun Remarks:

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expend itures?

X Yes nruo nrun Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

n Yes n ¡lo Xrun Remarks:

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when n Yes nruo Xrun Remarks:
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STATE OF CALIFORNIA
^-PARTMENT OF CALIFORNIA HIGFIWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

7. ls supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for allgrant projects
coded as "for local benefit"?

n yes nruo Xrun Remarks:

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or desiqnated alternate?

n Yes nruo Xrun Remarks:

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

X yes nruo nrun Remarks:

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

n Yes nruo X ru¡n Remarks:

1 1. Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated oroiect MOU?

X yes nruo nrun Remarks:

12. Are alf requirements of the grant agreement and
MOU beinq met? X Yes l-l tto [lrun Remarks:

13. ls a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
proiect?

n Yes fl ruo X n¡n Remarks:

14. Does every invoice associated with a grant funded
project contain the project number and name? X Yes E t¡o Erun Remarks:

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report. Form OTS-25?

n Yes n ¡lo Xrun Remarks:

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective qrant aqreement?

n Yes nruo Xrun Remarks:

17 . Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's otfice prior to submission to the
appropriate federal authority?
This would include any of the following:

. Applications for federal funds which are not
included in the budget approved by the
Governor,

. Applications for federal funds which exceed
the amount specified in the budqet.

n yes nuo Xrun Remarks:
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STATE OF CALIFORNIA
^trPARTMENT OF CALIFORNIA HIGIjWAY PATROL

)MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. ls a federal Standard Form 424, Application for
FederalAssistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received bv the Department of Finance?

n Yes n ¡lo Xrun Remarks:

19. Has any request for unanticipated federalfunds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budoet Act?

n Yes nruo X ruln Remarks:

20. Are grant funds being used for their intended
purpose? X Yes nruo nrun Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the CommercialVehicle Section before they
are submitted to the fundinq aqencv?

E Yes E ttlo Xrun Remarks:

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the fundino aqencv?

n Yes n ¡¡o X ruln Remarks:

Questlons 23 through 26 pertain to:the Grants Manaqement Unlt
23. Has GMU prepared an annual Management

Memorandum to be disseminated to allcommanders
soliciting participation in the Department's Highway
Safetv Proqram?

n yes n ¡lo Xrun Remarks:

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

n Yes n ¡lo Xrun Remarks:

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the proiect?

E Yes nruo X ruln Remarks:

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed bv GMU?

n Yes nruo X r.¡n Remarks:
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STATE OF CALIFORNIA
^.ÞARTMENT OF CALIFORNIA HIGI-IVVAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 1 of2

uommand:

GGCC
Division:

Golden Gate
Number:

318
Evaluated by:

Lt. Leslie Lazo. #10424
Date:

12t11t2009
Assisted by:

SSA Jeri Tilson, #41 1856
Date:

1211112009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected.

TYPE OF INSPECTION

E Division Level n Command Level

n Executive Otfice Level E Voluntarv Self-lnspection

Lead lnspector's Signature:

Fár',;/r
Follow-up Required:

E Yes No

n Follow-up lnspection
Date:

12t11t2009

For applicable policies, refer to HPM 1 1 .1 , Chapter 6,
HPM40.71, Chapters 2,8, and 10, HPM 10.5,
^lapter 2, and HPM 10.3, Chapters 24 and 28.

v

Note: lf a "No" or'N/4" box is checked, the "Remarks" section shall be utilized for exolanation.
1. ls the hiring company/agency for reimbursable

overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

n yes nruo X ¡¡n Remarks:

2. ls a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detailand the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

n Yes nruo X ruln Remarks:

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
oroiects?

X Yes nruo nrun Remarks:

4. ls the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Soecial Proiects?

n Yes n ¡lo Xrun Remarks:

5. ls the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
reqular work shift time?

n Yes E lvo Xnn Remarks:

6. ls "RDO" being written in the "Notes" section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

n Yes n ¡lo Xrun Remarks:

7. ls there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

n yes nruo Xrun Remarks:
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STATE OF CALIFORNIA
TtrPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overlime

8. Do the CHP 415s with overtime indicate the
employee's lunch period or indicate "None" if the
employee worked throuqh their lunch break?

n Yes nruo X ru¡n Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime? n yes n ¡to X ¡ln Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

X yes nruo n ru¡n Remarks:

11. lf overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

n yes n ¡¡o Xrun Remarks:

12. ls the "Notes" section on side two of the CHP 415
used to explain any overtime listed on side one of the
cHP 415?

n Yes n ¡lo Xrun Remarks:

13. Are employee's Compensated Time Off hours
maintained within reasonable balances? X yes nruo ! ru¡n Remarks:

14. ls the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) oeriod?

n yes []ruo Xrun Remarks:

15. ls the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a24hour
period?

E Yes nruo Xrun Remarks:

16. Do the CHP 415 totalovertime hours agree with the
Monthly Attendance Report (MAR)? n Yes nruo X ruln Remarks:

17. Are the MARs retained for at least three years and
contain the commander's signature? E Yes n ¡¡o Xrun Remarks:
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